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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 1 User Assistance i 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

e Staff Access - Assigning rights to individual users for Mail Manager

e Action Maintenance - Add and maintaining practice defined Actions.

These are tasks or messages which are attached to incoming
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messages, which other practice staff will carry out, eg, Patient to make
appointment.

e 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.

e 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 , whichis
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 | access Mail Manager?

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

Modules Login  Options  Help

Messaging
Home

Mailbox

Click on Mail Manager R

H . y -
Me'ssaglng ! Reportingm - Registration Links
Mail Manager  to . 3 .
access XML ¥ ] ail Administrator

Pathology
MeSS&geS GP Communicator

N3 2oy

Items of Service

vision

Vision Messaging menu

Startup option

There is alsoa 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 1
Mailbox Startup
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0
Modules Login [ Help

Setup...
v Use Advanced Printing

® v Mailbox Startup
‘; v Mail Manager Startup

Status

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

Vision 3 Mail Manager




The Mail Manager Interface

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

Message Details.

Folder list
Mail and Outgoing Mail.

clicking on

clicking on =

four tabs:

<= DrDavid Burton - Mail Manager,

File Fiter Message Yiew Tools Help

The tree -view pane down the left
hand side can be expanded by

and collapsed by

is divided into Incoming

Here you see your own mail, and any
mail to which you have access rights.
There are ways to view messages on
Staff (messages by staff),

Actions  (messages with actions),
Patients (messages by patient
name), Current (selected) Patient.

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

o, =, B, . . 4 . I T H
Back  Forward  Refresh Actions Tk Alocate Read Frint Active  Find  ConMgr  View
L]
Palienls | Mo curent Patient | [ ] [stans Type | Read | Date Staff Patient [ Actiofsublect [copy [ From Messags Reference |
Staff Actions | [0 ¥ GFied Sewm [  09/11/2007 _. Bumns, Jayne Facey, Patiicia 2 No HO3.Dept of Bioche. .
ol dates. A Mal = [} A4 Partially filed Citrate  [] 18/10/2007 ... Burton. David Facey. Patiicia | Gt No BIDCHEMISTRYISO...
[} artially filed  Serum (] 18/10/2007 ... Burton. David Haddock. Mary No Adtion Required No RHUD02 Biochemistr...
[m} v Partially filed SERUM [ 18/10/2007 ... Burton. David Peaker. Ethel No Chemical Pathologyl...
= O w3 Filed Sewm ]  18/10/2007 . Haddock. Mary No Adtion Requied  No HO3.Dept of Bioche. ..
b Bath, Lindsay [} ¥ (g3 Filed SERUM ] 18/10/2007 ___ Bath, Lindsay Peake. Ethel Dr TojContact Patient No Chemical Pathologyl .
o & Bums, Jome [0 ¥ G Filed SERUM []  18/10/2007 .. Bath, Lindsay Peake, Ethel Dr TofContact Patient No Chemical Pathologyl...
~ & Burton. David [ ¥ @aFiled Liver [0 17/10/2007 __. Bath, Lindsay Hadzinakou, Mary  No Adtion Required  Action HO3,Dept of Bioche. ..
# [ Unread [} ¥ (G Filed Liver O 1771042007 ... System Supervis... Hadzinakou. Mary Colledt Script Action HO3.Dept of Bioche...
Chesnut, Eileen [} ¥ (G Filed Liver (] 171042007 ... Hadzinakou, Mary No Adtion Required No HO3.Dept of Bioche...
Corbett, Gay [m} ¥ (g Filed SERUM [J 17/10/2007 ... Bath, Lindsay Peake., Ethel No Adtion Required No CARLISLE HOSPIT...
Cotton, K.atherine [m} ¥ (2] Considered ... SERUM [ 17/10/2007 .. Bath. Lindsay Peake. Ethel No ﬁ‘nn Required No Chemical Pathologyl. .
Dietician, Wwhpcs [} ¥ |23 Filed SERUM ] 17/10/2007 ___ Bath, Lindsay Peasgood, Emnest No Action Required  No Chemical Pathologyl. .
Dootor, Dop (] 53 Filed Dischar.. []  14/04/2003 .. Mcallister, John  Zzabbolt, Zoe Dr To Contact Patient No Kettering General
Duncan, Sandia
Fothering, Fay
Gantley, Diive
Green, Jeft ¢ SERUM
Haltom, Linda Laboratory Report Request: SERUM
Hill, Alison Sender: Chemical Pathology [ Observations
Hither, Fiona CARLISLE HOSPITAL PATHOLOGY "Ures and electrolytes®
Jalta, Bam Recipisnt: ARUN-ARBUTT EDVIN 452636 ¥ "Serum alkaline phosphatase® 27 U/L {20 - 30
i, Jaﬁ\e Requestor: DR B A ARBUTT  PASL s Will be filed as: 87 4/l

Martin, Amanda

Burton, David
Chesrut, Eileen
Corbett, Gay
Catton, Katherine
Dietician, ‘whpcs
Dostor, Dop
Dunican, Sandra
Fothering, Fay
Gantley, Dive
Green, Jeff

Date: 18/06/2005 12:30

Report ID: ¥ml0007a/BBMIZX. 0600031001[EDT |

Meallister, John Order ID:

Pairter. Fiyon Patient: Peagood,Bernie; DOB: 05/03/1983;

Srith, &lan NHS Ho.: DPEAGEDZ7T

Smith, Sheila Comments:

?f:,:?:ﬁh:::mm' sysen [F1 Free Text and Further Information

‘White, &nne AQUEOUS IT WATERLINKEASTON CROSS ROCKT
LANEBIFMINGHAMEE SRQ

Wilson, Danielle

‘Winter, Stella

= [ Dutgaing Mail

Unallocated Mail

Bath, Lindsay

Bums, Jayne

&n - 75

[0 ¥ "Serun gamma GT level”
Will be filed as: 41 u/L

[  "AST serum level”
Will be filed as: 28 u/L

41 U/L (0 - 50

28 U/L (13 - 44)

Halton, Linda
Hill, Alison v

G G 1 e G [ GG G G G e LG G (0 ] 3

Pathology | Actions | Hear

Message Details shows details of the hi

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.

ghlighted message.
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Quick Reference Mail Manager

&= Dr David Burton - Mail Manager

Fil= Fiter Message ‘View Tools Help

& =2 _ @

Eack. Farward

Toolbar icons
= =

Back, Forward

=

Refresh

Iz}

Ackions

-

Tick,

Allocate

Assign

Refresh  Actions Tick.

B .. 4 . . & . % 4 d B

allocate Read Prink fctive  Find  ComMagr  Wiew

Mail Manager Toobar

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
wantto go back to message C, press the Back button
twice.

Refresh i 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:

EI (I A
Ak Actions...

t Patie
shions

Mo Action Required

Ft To Make Appointrment

Or To Contack Patient

Patient To Pick Up Prescripkion

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 1 Processing Multiple
Messages on page 29

Allocate
other recipient ca
of staff. See

- Messages that have arrived without a GP or
n be allocated to a GP or other member

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 *
Assigning patients  on page 38.

See

Vision 3 Mail Manager



= File - File the messages into the patients' records in
Consultation Manager as attachments. You can use Tick

File
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.
e Mark as Read.  You can tick multiple messages and use
Read 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
Brint mail on page 69.
i < Active - When the Active icon is shown on the toolbar,
Active or Al 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.
¥ 3 Find a patient's message - see Patientstab on page 25
Find
= ConMgr - Accessto Consultation Manager (see page 78)
Conar
View - This toggles the display betwe en the Folder List,
Vi 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

Click on to expand a
Folder list; or click on B to

+ & Bath Lirdeay

+ & Burs, Jgre

- f Huitom, Dawvd
# ] Unread

+ & Chewus Eleen

+ § Coben Gay

e ! Cofton, Katherrs

Mail Manager 1 Incoming Mail
Show details of message full screen - Control W or Uiz displays the details of
a message full screen, hiding both the folder list and the Message List view. Control

W or S 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 —disilai a hidden folder list - Clicking on the white arrow on the blue header

Incomlng Mail = also re -displays a hidden folder list, but as an overlying
window. If View - Folder Listis ticked, then the folder list is embedded in the normal
way.

Show only active messages - Onthe View menu, select View A ctive and
completed messages so it is checked - this shows only active and completed
Active

messages. The Active icon has the same effect
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Menu Options

File menu

e Archive - Remove messages permanently from Mail Manager (see
Archiving )

U
e Ticked - Sameas T 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 1 Processing Multiple
Messages on page 29.

e Find Patient, F3 - List all the messages for that patient on the
Individual patient tab (see Patients tab on page 25)

e View Message Window - Hide the folder list so Message List view
is full page width.  Also Control W (see  Display on page 7).

e Maintenance - When ticked, introduces an Import menu option.

e 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.

Staff

i v ﬁl\.llddates = Mail Manager
a
Y File Filker Wigw Tools Help

2 days

1 week & = The currently

2 weeks Back Farward  R| Selected filter is

L month T Ll Shown in the

Range: heading line just
] Paient: | Mod beneath the tabs.
[ v Al Mai Stalf ] By default, All
] Unassigned Al dates. Al b ail dates, All Mail is
+ | Flagged S | | ncoming b ail shown.
1 Outstanding Action - Unallocated b
1 ] +-[Z2 Hill. Alison

View Inadwe Staff +-_7] Mcallister, John

Mail Manager 1 Filter menu

Note: Thatt he Staff tab can have different filters applied from the Patients
View.
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These are the options to filter on the Staff and Patients tabs:

Selecting by Date
e aspecific date range
e Alldates (no date filter), or one of the following:
e 1day , defined as all mail on the current day ( not 24 hours)
e 2days , defined as all mail on the cu rrent and previous day
e 1week ,defined as mail received in the last 7 days
e 2weeks ,defined as mail received in the last 14 days

e 1 month | defined as mail received in the last 31 days

Selecting by type of malil

e AllMail - 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 Malil 1 Displays mail which has not yet been assigned
or matched to a patien  t.

e Unallocated Mail - Displays mail which has not yet been allocated
to a GP or recipient within the practice.

e Flagged Mail i Displays mail flagged for attention

e OQutstanding Actions 1 Displays mail with actions set by the
current user which have not been ¢ ompleted.

e 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

do -
all Active

have the All icon displayed on the toolbar, and not the Active icon

Vision 3 Mail Manager



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 3 Remove User Alert - Remove a flag added as
a user alert (see  page 64)
! Alerts r
Allocate. .. . . .
Remove duplicate status I On a duplicate
[ message marked , which is the duplicate
I Re-Assign... copy of an original message already received
i : (they will have the same message reference),
i File Al you can remove the duplicate status then
archive the copy (see  Duplicate Messages on
page 69).
Mark 25 Remd Allocate - For an incoming message that has
ark ashea not been allocated to a GP or other staff
memb er, you can allocate the message to a
| suitable recipient (see page 31)
Message * Re-Allocate - You can re -allocate a message

from your own in  -tray to another staff member

View messages for Patient
° (see page 33)

Fatient Details

Erint. .. Ctrl+F Assign - An unassigned message is marked *

and has not been matchedt o a patient. Right
click and assign to a patient using the normal

Select Patient routine (see Assigning patients  on
page 38).

Consultation Manager

Re-Assign - Re-assign a message already
Actions - Display a list of assigned t o a patient, to another patient.

Frequent Actions and add to
currently selected message

(see Adding Actions on page File All - File all pa_rts olfa patholpgy message
42) manually into the patients' records in
Consultation Manag er (see Filing on page 58)
File Abnormal - File only the abnormal results
Add User Alert - Place yeIIow of a pa’[ho|ogy message
'?" .
flag against message as an Consider Filing Complete - If you have only

alert (2nd column from left in
Message List pane) (see  page
63)

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 ltem - currently
disabled

Mark as Read - Mark

message as having been read
by the recipient

Mark as UnRead T Mark a
read item as unread.
Mark as Complete i Mark a

message as complete if you
are not adding any action.

Message Menu

Hold Message 1 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 asub sequent
message has updated the

original. See page 64

Copy Message - copy
message to another user (see
page 67)

Delete Copy
of a message.

i Delete a copy

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 I For a copy of a message, view
the original message.

Patient Details - View contact number and

address of patient

Print T Print a message

Archiving - remove messages permanently
from Mail Manager (see

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

Actions k
| Alerts 4

Allocate. ..

Re-Assign...

File All

Mark as Read

Message k

View messages for Patient

Patient Details

Print... Ctrl+P

Consultation Manager

Archiving on page 71)

on page 78)

Vision 3 Mail Manager
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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
iIe Filker Messooe Wiew  Tools  Help

& .= 6 B8 .

Back. Forward Refresh  Actions

Incoming Mail

Patientz | Mo current Patient I
Staff | Actions I

All dates. All Mail X
ia
-2 Outgaing Mail D

Mail Manager - Incoming Mail

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

Mail.
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.

£'2 Dr Alison Hill - Mail Manager
Fiter Message View Tools Help

N - =
@« o= B .0, 4 . .8, 9.9, 5 H
Back Forward  Refresh Actions Tick Allocate Assign Fie Read Print Active  Find ConMgr View

Bead ~ -
[ [ [stets [ Tvpe [re_ | Date = | Stett | Patient | Action/Subject [ Copy [ From | Message Referen._ |

8] Availahle forfiling SERUM 05/02/2007 12:04 Hill. Alison Karran, Joseph Mo Chemical Patholog.

[m] r ed SERUM 05/02/2007 11:55 Hill. Alison Facey Patricia Inform Mext Of Kin Mo Chemical Patholog,

[m] ¥ B Partially filad URINE 05/02/2007 11:55 Hill Alison Eames, Paul Pt Tio Make Appaint... Mo Chermical Pathalog.

[m] ¥ & Available for filing FLUORIDE+EDTA 05/02/2007 11:585 Hill. Alison Backhouse, Vincent Repestfest Mo Chermical Patholog..

O hd ed SERUM 05/02/2007 11:55 Hill. Alison Racz. Egertan See My NMotas No Cheamical Patholog,

[m] ailable for filing SERUM 05/02/2007 11:55 Hill, Alison Eddleston, Paul Inform Next Of Kin Mo Chemical Patholog.

O A Filed Discharge Summary 14/04/2003 1413 Hill, Alison Zzahbott Zoe See My Notes No Kettering General
< URINF |

Laboratory Report Request: URINE

Sender: Chemical Pashology Observations
CARLTSLE HOSPITAL BATHCLOGY

Recipient: AJAI-AJACEE EKO AS2636

[l

e

"Serum protein electrophoresis”

Requesctor: DR E A.AJAGEE | BASL ¥ "Serum toval protein” 70 g/L (65 - 82) Supplementary Resuls

Dase: 03/1072002 15:05 lw o "Serun albumin® 32 g/L (3€ - 47) Supplementary Resuls
Report ID: xml23001/EE000E.0000600007001abedef [EDT 1 % *PEP1*  Supplemencary Resuls
Order ID: DARAPROTETN BAND BRESENT
Patient: EDITESTPATIENT,EIGHT; DOB: 12/03/1872; 3 WITH IMMUNCSUSERESSION 3
Pathology |Actiﬂn5| Headerl Audit |
I | All detes. All Mail [ CAPS  [NUM 4

Message List view expanded across page width, hiding the Folder List
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Note that Control W or

Wigw

displays the details of a message full screen, hiding

the folder list, and the Message List view. Control W or L5k 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

View active and completed messages

be displayed.

View removed messages

List.

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

View Messages for Patient.

Viewing Archives

- Only active and completed messages will

- Removed messages will be included in the Message

This switches from the Staff tab to the tab previously

titted 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

&5 Dr Alison Hill - Mail Manager

=l

(see page 8).

on page 77)

€« _ 9 _ o . P

Back Forward  Refresh Tick Active  Find
Incoming Mail =

Staff ] Actions ] | ‘ ‘ Status ‘ Type ‘ Re | Date | Staff ‘ Patient ‘ Action/Subject ‘ Copy ‘ From
Pefisnts Fassgood, Ermast I O MProcessing emor  Serum [ 05/02/2007 1. Receptionists Peasgood, Emest Pt To Make App... Action RHUDZ
= O @Pm\:essing error Serum O 05/0272007 1... Receptionists Peasgood. Ernest No Action Requi... Action RHU02
[m] /A Processing error Serum [m] 05/027/2007 1_.. Burton, David Peasgood. Ernest Pt To Make App... No RHUD2
= Incaming Mail O MProcessing error Serum (15/02/2007 12:05 Burton, David Peasgood, Emest Mo RHUD2,|
=0 Unresd O MAProcessing error Serum 05/02/2007 12:05 Burton, Dawvid Peasgood, Emest Mo RHUDZI
=0 Read O /AProcessing error Serum [0 05/02/2007 1... Burton. David Peasgood. Ermest No Action Requi... No RHUD2
(83 Dutgeing Mail [ ¥ & Panially filed Citrate [ 05/02/2007 1. Hill. Alison Peasgood, Ernest FiTokake-Appoin— No BIOCHI
O ¥ @Filed Citrate O 0570272007 1... Hill. Alison Peasgood, Ernest No BIOCHI
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.

Hew messages:
W Befech meszage folders every |10 mirwbes [1-60)

‘when new Incoming mestages aimve:

Flay a Sound
I Show an leon in the Spstem T

I Mark meszape read after dezplaying for secands [5 - 60)
W Erocess messages when refresh selected

[ 5 how Incoming Audi Meszages ~
O stew FDS Updates
[ 5how Sent Ele Prescnptions »

double chcked mestages

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

Default completion choice - when you doubles{ick
on a message either Complete or Add Action a
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.

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
tickinthe Read column
on Message List, or right
clickand Mark as Read .
See Marking messag es as
Read on page 37.

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

14

Vision 3 Mail Manager




Pathology tab

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

system manager can make changes here.

E

If Autofiing is

. b Pathalo
checked, messages will ] = =

be filed automatica Il Fractice wide settings:
into the patient's record
in Consultation [+ Aukofing I+ Display Result on Tab

Manager. Even after
filing, they can still be

matkediasread, [ Use System Date for filing

actioned etc within Mail Default Filing action for double clicked messages:
Manager. This option is
greyed out if you are f¢ Filz Al " File &bnarmal

not a system manager.
The setting is practice
wide.

Display Result on Tab

x|

lets you choose what is
displayed on the tabs ] Cancel

for pathology results, so

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

unticked, the specimen Default Filing  Action
header is shown, eg If you double click on a message, the default is either:
Blood. 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 thisis
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.

Vision 3 Mail Manager
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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 .

Options E|
Messagel Pathalogy 5L Stores | .-'-‘-.utgfilingl

Ticked stores will be routingly scanned for new meszages:

Stare | Last Download -~
O 2wrshire and Arran

O Borders

O Dumiries and Galloway

O Fite

O Farth alley

O Grampian

O Greater Glazgow

O Highland

O Inverclyde Foval Hozpital

[ Lanarkshire

[ Lathian

O Orkrey

O Royal &lexandra Hospital B
[ 5hetland

O T ayside

Last attempted access:
Last successful access:

| £

k. Canicel

SCI Stores tab for Scottish practices

16
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SCI Diabetic Collaboration (SCI DC)

Tick the box against SCI Diabetes Collaboration in Tools
that messages are filed automatically into patient records.

Tools - Options 1 Autofiling

- Options - Autofiling, so

Vision 3 Mail Manager
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