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Mail Manager 

Getting Started and Mail Maintenance 

Mail Manager 

For many years, Vision users have used Mailbox/Mail Administrator for  structured 

PMIP Pathology results. This application only supports Pathology  messages.   

Some time ago INPS recognised that many more types of structured clinical  

messages would be received by Vision users and sought a solution  to support  them 

and solve the problems with the existing pathology message solution.  These new 

messages include Out of Hours reports, GP2GP record transfers,  Hospital Discharge 

messages, GP Summary messages to the Spine, Electronic  Prescription messages, 

Choose and Book messages and PDS updates.   

Mail Manager is the application that we have developed for these (and all  future) 

clinical messages and PMIP Pathology messages are also supported. It  seems only 

sensible for one application area to deal with ALL the clinical  messages for a practice, 

as they all require the same functionality,  assigning to patients when not matched, 

allocating to a clinician, filing  and actioning.  

 

Quick Reference Guides 

There are three Quick References Guides available on www.inps.co.uk  under My 

Vision ï User Assistance  ï User Guides -  Messaging  covering tasks for admin 

staff, clinicians, and system supervisors.  

 

Switching on Mail Manager 

Note:  After a member of your practice has attended a  half -day's training, 

you will be able to switch on Mail Manager.  This also switches on Mail 

Maintenance in Control Panel, and Staff Groups in File Maintenance.   

 

Mail Maintenance 

Mail Maintenance  in Control Panel  provides these main functions related to Mail 

Manager :  

 Staff Access -  Assigning rights to individual users for Mail Manager  

 Action Maintenance  -  Add and maintaining practice defined Actions.  

These are tasks or messages which are attached to incoming 

http://www.inps.co.uk/
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messages, which other practice staff will carry  out, eg, Patient to make 

appointment.  

 Action Status -  Maintenance of Action status codes. These status 

codes track actions through an initial status of Newly Actioned, through 

to Completed Action.  They are practice definable.  

 Setting up SCI Stores -  For S cottish practices receiving XML Test 

results from hospitals via SCI Stores.  

 

Staff Groups 

There is another function related to Mail Manager -  that of Staff Groups , which is 

part of File Maintenance in Control Panel.  This groups staff into practice -definabl e 

groups ( e.g.  GPs, Nurses) enable s mail messages to be actioned, copied to, etc.  

Note:  System Managers should refer to Chapter 4 of the Training Guide 

about Control Panel where it describes how to carry out setting up staff 

groups, action maintenance, act ion status and SCI stores setting up.  

 

How do I access Mail Manager? 

Mail Manager is accessed from the Messaging  menu on the front screen of Vision . 

 

Vision Messaging menu  

 

Startup option 

There is also a Mail Manager Startup  option which can be enabled from the Vision 

front menu under Option s .  This will  automatically launch Mail Manager when you log 

into Vision.   

As there will be a transitional period between switching from Mail 

Administrator/Mailbox to Mail Manager, it is advisable that, once you have switched 

Mail Manager on, you check that all the messages in your Mail Administrator Mailbox 

have been dealt with.  Once you are certain that you have dealt with such messages, 

you c an disable the Mailbox start -up for Mail Administrator by selecting Options ï 

Mailbox Startup .  

 

Click on 

Messaging ï 

Mail Manager  to 

access XML 

Pathology 
Messages  
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Switching in automatic Mailbox startup  

 

Current message types 

 

Application Acknowledgment  

Choose and Book messages  

Community Care Report  

Discharge Summary  

Electronic Prescription (ETP messages in 
England)  

ePharmacy messages (Scotland)  

GP2GP messages (Legacy Request, 

Patient Notes, Request, Request 
Acknowledgement)  

Hospital Report  

In Patient Report  

Investigation Report  

Investigation Request  

Mail from patient  

Message Withdrawal Notification  

OOH Patient Alert  

Out of Hours Report  

Out of Practice Report  

Patient Task List  

Pathology (England)  

PDS Updates  

Record Transfer messages 

(Acknowledgement, Rejection, Request, 
Request Rejection)  

Referral Request  

Summary Care R ecord (SCR) (England)  

SCCRS (Scottish Cervical Cytology Call -
Recall System)  

SCI -Diabetes Collaboration (Scotland)  

SCI Investigation Report (Scotland)  

SCI Stores (SCI pathology) (Scotland)  

Shared Care Update  
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The Mail Manager Interface 

The Mail Manager interface contains three panes: Folder List, Message List and 

Message Details.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Message Details  shows details of the hi ghlighted message.  

Note there may be several tabs, e.g. Pathology, Action, 

Header, Audit.  

Pathology results have a divided pane, with the result 

details showing on the right.  

Abnormal results are shown in red.  
Right clicking gives several options.  

Message List  across the top 

right contains a one - line summary 

of the currently selected message 

depending on what staff or 

patient is highlighted on the 

Folder List.  

The Read column is ticked if the 

message is Marked as Read.  

Right clicking on a message line 

gives several options.  

All columns are sortable by 

clicking on the column header.  
See more detail on page 19  

Folder list  is divided into Incoming 

Mail and Outgoing Mail.  

The tree -view pane down the left -

hand side can be expanded by 

clicking on  and collapsed by 

clicking on   

Here you see your own mail, and any 

mail to which you have access rights.  

There are ways to view messages on 

four tabs: Staff  (messages by staff),  

Actions  (messages with actions), 

Patients  (messages by patient 
name), Current  (selected) Patient.  
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Quick Reference Mail Manager 

 

Mail Manager Toobar  

Toolbar icons 

 

Back/Forward  -  These let you track back or forward 

through the messages you have already viewed.  For 

example, if you have viewed messages A, B and C, then 

want to go back to message C, press the Back button 

twice.  

 

Refresh ï Use the Refresh  icon if you want to refresh 

the screen manually. The interval for refreshment is set 

automatically in Options (Tools)  (see page 14 ). Refresh 

redisplays the screen with newly arrived messages, or 

newly copied messages, or hides message s if you have 

allocated messages to someone to whom you do not 

have rights to view mail, or hides messages now 

completed and read if you have the Active icon selected  

 

Actions  are pre -defined notes that can be attached to 

messages (see Adding Actions  on page  42 ).  Their text 

and order is set up in Mail Maintenance . They can be 

classed as either Frequent Actions or Additional Actions.  

For example, a Frequent Actions list may consist of:  

 

 

Tick  -  Toggles between Tick All , or Untick All -  Selects or 

deselects all messages in this section, enabling  them to 

be filed, assigned, allocated or printed.  Tick All places 

ticks in the left -hand check boxes on the Message List 

view.  You can also check the tick box manually for one or 

more messages.  See Ticked Option ï Processing Multiple 

Messages  on page 29  

 

Allocate  -  Messages that have arrived without a GP or 

other recipient ca n be allocated to a GP or other member 

of staff.  See  

Unallocated Mail  on page 31  

 

Assign -  Messages  that have arrived without matching 

to a patient need to be assigned to a patient before they 

can be filed.  These messages are marked with an *  See 

Assigning patients  on page 38 . 
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File  -  File the messages into the patients' records in 

Consultation Manager as attachments.  You can use Tick 

All to check a nd file all the messages or select messages 

individually.  See Filing  on page 58 . 

 

If there are no messages ticked for selection or valid for 

filing, then the File icon appears greyed out.  

 

Mark as Read.  You can tick multiple messages and use 

this icon to mark the messages as read. Ideally a 

clinician should mark messages as read.  See page 37  

 

Print  -  prints the currently selected message.  See Print 

mail  on page 69 . 

 or  

Active -  When the Active icon is shown on the toolbar, 

this is displaying only active messages, ie those with 

uncompleted actions and those which are unread.  

Toggles with the All icon  

All  -  this icon toggles with the Active icon.  When the All 

icon is displayed on the toolbar, this shows all messages, 

including those which are no longer considered active 

because the actions have been completed and the 

message has been read.  

 

 

Find a patient's message -  see Patients tab  on page 25  

 

ConMgr  -  Access to Consultation Manager  (see page 78 )  

 

View  -  This toggles the display betwe en the Folder List, 

Message List and Details pane to just displaying the 

Details pane only.  Also Control -  W.  See Display  on page 

7.  
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Display differently 

   

Mail Manager ï Incoming Mail  

Show details of message full screen  -  Control W or  displays the details of 

a message full screen, hiding both the folder list and the Message List view.  Control 

W or  again restores the view.  File -  View Message  window has the same 

effect.  

 

Hide the folder list (left - hand pane) -  Clicking the small black cross  on the 

Date filter line under the tabs on the Folder list  hides the folder list, so  that only the 

top right Message List View and Message Details in the bottom pane are displayed.  

Selecting View and unchecking Folder List has the same effect.  Restore the view by 

selecting View -  Folder List again.  

 

Re - display a hidden folder list  -  Click ing on the white arrow on the blue header 

 also re -displays a hidden folder list, but as an overlying 

window.  If View -  Folder List is ticked, then the folder list is embedded in the normal 

way.  

 

Show only active messages  -  On the View  menu, select View A ctive  and 

completed messages so it is checked -  this shows only active and completed 

messages.  The Active icon has the same effect .  

  

Click on  to expand a 

Folder list; or click on  to 
collapse a Folder list  
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Menu Options 

File menu 
 Archive  -  Remove messages permanently from Mail Manager (see 

Archiving )  

 Ticked  -  Same as  Tick  -  Toggles between Tick All, or Untick 

All -  Selects or deselects all messages in this section, enabling 

them to be filed.  Ticks are placed in the left -hand check boxes on 

the Message List view.  You can also check the tick box manually for 

one or more messages.  See Ticked Option ï Processing Multiple 

Messages  on page 29 . 

 Find Patient, F3  -  List all the messages for that patient on the 

Individual patient tab (see  Patients tab  on page 25 )  

 View Message Window  -  Hide the folder list so Message List view 

is full page width.  Also Control W (see Display  on page 7).   

 Maintenance  -  When ticked, introduces an Import menu option.  

 Exit  -  Close Mail Manager.  

 

Filter Menu 

When you are in the Staff tab or Patients tab on the Folder List, you can apply a 

number of different filters from the Filter menu, which determine which messages are 

shown.  

  

Mail Manager ï Filter menu  

 

Note:  That t he Staff tab can have different filters applied from the Patients 

View.  

The currently 

selected filter is 

shown in the 

heading line just 

beneath the tabs. 

By default, All 

dates, All Mail  is 

shown.  
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These are the options to filter on the Staff  and Patients  tabs:  

Selecting by Date  

 a specific date range  

 All dates  (no date filter), or one of the following:  

 1 day , defined as all mail on the current day ( not 24 hours) .  

 2 days , defined as all mail on the cu rrent and previous day  

 1 week , defined as mail received in the last 7 days  

 2 weeks , defined as mail received in the last 14 days  

 1 month , defined as mail received in the last 31 days  

 

Selecting by type of mail  

 All Mail  -  This displays all mail, subject to the date filter applied 

above, and depending on whether you have the All or Active icon 

displaying on the toolbar (see note below).  

 Unassigned Mail  ï Displays mail which has not yet been assigned 

or matched to a patien t.  

 Unallocated Mail  -  Displays mail which has not yet been allocated 

to a GP or recipient within the practice.  

 Flagged Mail  ï Displays mail flagged for attention  

 Outstanding Actions  ï Displays mail with actions set by the 

current user which have not been c ompleted.  

 View Inactive Staff  -  This will allow you to view the staff who 

have left and been made inactive, if you have access rights to their 

mailbox  

So, you can combine these filters, for example, 1 week, All Mail, to give the display 

in the Folder List.  If, for example, you want to see all unassigned mail for the last 

month, check both the options of 1 month and Unassigned Mail.  

Note:  You can also filter out messages that are no longer considered active.  

These are messages that have been read and which h ave completed actions.  

In order to see all messages both active and completed, you need to make sure you 

have the All icon  displayed on the toolbar, and not the Active icon .  
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Message menu and Right Mouse Options 

The Message Menu and right mouse opti ons are the same.  Note, however, that the 

right click menu only applies to the currently selected and highlighted message.  You 

are also able to tick a number of message s due for the same function but then you 

must use the Tick menu or one of the function i cons such as Actions.  

Some options are not enabled, depending on the message type and status.  

On either the Staff or Patients tabs, point to a  single message and right click :  

 

 

 

Actions -  Display a list of 

Frequent Actions and add to 

currently selected message 

(see Adding Actions  on page 

42 )  

 

Add User Alert  -  Place yellow 

flag  against message as an 

alert (2nd column from left in 

Message List pane) (see  page 

63 )  

Remove User Alert  -  Remove a flag added as 

a user alert (see  page 64 )  

 

Remove duplicate status ï On a duplicate 

message marked , which is the duplicate 

copy of an original message already received 

(they will have the same message reference), 

you can remove the duplicate status then 

archive the copy (see Duplicate Messages  on 

page 69 ).  

 

Allocate  -  For an incoming message that has 

not been allocated to a GP or other staff 

memb er, you can allocate the message to a 

suitable recipient (see  page 31 )  

Re - Allocate  -  You can re -allocate a message 

from your own in - tray to another staff member 

(see  page 33 )  

 

Assign  -  An unassigned message is marked * 

and has not been matched t o a patient.  Right 

click and assign to a patient using the normal 

Select Patient routine (see Assigning patients  on 

page 38 ).  

Re - Assign  -  Re-assign a message already 

assigned t o a patient, to another patient.  

 

File All  -  File all parts of a pathology message 

manually into the patients' records in 

Consultation Manag er (see Filing  on page 58 )  

File Abnormal  -  File only the abnormal results 

of a  pathology message  

Consider Filing Complete  -  If you have only 

partially filed a message, either some of the 

results or File Abnormal, you need to select 

Consider filing complete  FOR EACH MESSAGE 

so the system knows that that message is 

complete.  See page 60  
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Edit Filed Item / Delete 

Filed Item -  currently 

disabled  

 

Mark as Read  -  Mark 

message as having been read 

by the recipient  

Mark as UnRead ï Mark a 

read item as  unread.  

Mark as Complete  ï Mark a 

message as complete if you 

are not adding any action.  

 

Message Menu  

Hold Message ï For outgoing 

messages and currently 

disabled  

Remove Message -  For 

outgoing messages and 

currently disabled  

Reactivate Message -  For 

outgoing messages and 

currently disabled  

Reactivate as held -  For 

outgoing messages and 

currently disabled  

Reprocess -  For outgoing 

messages and currently 

disabled  

 

Cancel/Supersede  -  An XML 

Pathology result can be 

marked as Cancelled  /  

Superseded if a sub sequent 

message has updated the 

original.  See page 64  

 

Copy Message  -  copy 

message to another user (see  

page 67 )  

Delete Copy  ï Delete a copy 

of a message.  

Delete Message  -  Delete the 

selected message  

Withdraw message  

 

View Messages for Patient  -  List all the 

messages for that patient on the Individual 

patient tab (see page  25 )  

View original  ï For a copy of a message, view 

the original message.  

Patient Details  -  View contact number and 

address of patient  

 

Print ï Print a message  

Archiving -  remove messages permanently 

from Mail Manager (see Archiving  on page 71 )  

Sub - menu of Archive:  Recover from 

Archive  -  Retrieve message from archive file  

 

Consultation Manager -  Link into Consultation 

Manager to the currently selected patient's 

record (see Consultation Manager  on page 78 )  
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View Menu 
Toolbar, Caption Bar, Folder List, Status Bar  

Beneath the tabs  for Staff, Patients, Actions, there is a small cross  on the bar 

which shows which filter details currently apply.  Clicking on this cross hides the folder 

list (equivalent to unchecking View -  Folder List ) and allows the Message List View 

to spread across the screen.   

 

Mail Manager -  Incoming Mail  

You can briefly re -display the folder list by clicking on the down arrow by Incoming 

Mail.   

 

To permanently re -display the folder list, go to View and check Folder List.  

Removing the tick from Folder List  hides the left -hand folder list to show the Message 

List full screen.  

 

Message List view expanded across page width, hiding the Folder List  
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Note that Control W or  displays the details of a message full screen, hiding 

the folder list, and the Message List view.  Control W or  again restores the 

view.  File -  View Message window has the same effect.  

Refresh (F5) -  Refreshes the screen to receive any further incoming m ail  

Archive View -  switch to a special Archive mode (see Viewing Archives  on page 77 )  

View active and completed messages  -  Only active and completed messages will 

be displayed.  

View removed messages  -  Removed messages will be included in the Message 

List.  

 

Show Patient Mail 

Right click while pointing to a selected message in the Message List view, and select 

View Messages for Patient.  This switches from the Staff tab to the tab previously 

titled No Current Patient, but now temporarily headed with the patient's name, and 

the i ndividual patient's messages are listed, depending on the filter  (see page 8) .  

 

Example of Clinicians Mail Manager view  
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Options (Tools) 

Message tab 

Various s et -up options are available from Tools -  Options .  Until Pathology is 

enabled, there is one tab -  Message .  Once pathology is enabled in England, a 

second Pathology tab is displayed.  In Scotland, once pathology is enabled, the 

second tab is called SCI Stores .  See SCI Stores  on page 16 . 

These options apply only to the person currently logged on.  

 

 

 

 

 

 

 

 

  

Refresh  will bring in 
and  process any 
incoming messages; 
decide how frequently. 
The Refresh icon  

performs this manually  

Mark Message as Read 
-  if ticked, then the 
message will 
automatically be marked 

as read if the cursor rests 
on it for 5 to 60 seconds. 
We strongly advise that 
this automated Mark 
Messages as Read 
function is only used by 
clinicians and not 

administrative staff . 

 
If left unchecked, then in 
order to mark messages 
as read, you will either 

tick in the Read  column 
on Message List, or right 
click and Mark as Read . 
See Marking messag es as 
Read  on page 37 . 

Default completion choice  -  when you double click 
on a message either Complete or Add Action are 

the options. Choose the default here  (you must do 
one or the other in order to complete and finalise a 
message). Show Choice allows you to choose at the 
time.  

There are also options 
to hide successful, 
completed messages 
from the National 

Services -  ETP, 
GP2GP, PDS Updates, 

which will h elp 
declutter your 
message list. The 
advice is to leave 
these unticked  
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Pathology tab 

The Pathology tab from Tools -  Options  relates to XML pathology in England.  Only a 

system manager can make changes here.  

 

 

 

 

 

 

 

 

  

If Autofiling  is 
checked, messages will 

be filed automatica lly 
into the patient's record 
in Consultation 
Manager. Even after 
filing, they can still be 
marked as read, 

actioned etc within Mail 

Manager. This option is 
greyed out if you are 
not a system manager. 
The setting is practice 
wide.  

Display Result on Tab  
lets you choose what is 

displayed on the tabs 
for pathology results, so 

if ticked, the tab title 
takes the first result 
line (haemoglobin). If 
unticked, the specimen 

header is shown, eg 
Blood.  

Default Filing Action  
If you double click on a message, the default is either:  
File All  files all result lines in a pathology message. File  
Abnormal  only files the results flagged as abnormal (outside 
normal range) by the path lab.  

Use System date 
for filing -  If  this is 

unchecked, then the 
date of collection of 
the specimen is the 
preferred date that 

the system uses when 
filing the result. If 
checked, then the 
system date is used.  
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SCI Stores tab 
Scottish practices can select the SCI Stores from which they wi sh to retrieve test 

results. The SCI Store list only appears on Vision systems with a country flag set to 

Scotland.  

Check the box or boxes of the stores which you want regularly scanned for new 

messages.  

You can revisit this screen for information about th e date and time of the Last 

Download.  

Autofiling -  Check this box if you want results filed automatically into the patients' 

records in Consultation Manager (see Filing -  Autofiling  on page 58 ). The mail items 

can still be viewed and actioned in Mail Manager.  

Note:  Each SCI Store sets up a Vision login account. Once you have 

confirmation that your SCI Store is ready, you need to enter the Login ID 

and in some cases, the SCI Practice ID, in Control Panel -  Mail Maintenance.  

These IDs are obtainable from the SCI Store, a nd NOT from your Health 

Board . 

 

SCI Stores tab for Scottish practices  
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SCI Diabetic Collaboration (SCI DC)  

Tick the box against SCI Diabetes Collaboration in Tools -  Options -  Autofiling, so 

that messages are filed automatically into patient records.  

 

 

Tools -  Options ï Autofiling  

  


































































































































