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What this chapter covers 
This chapter covers some of the setup options, mostly from the Vision front menu:  

¶ Options Mail box  Startup  -  If ticked, the Mailbox of the user 

curren tly signed on will be displayed.  

¶ Options Mail Manager Startup ï If ticked  the Mail Manager of 

the user currently signed on will be displayed.  

¶ Options Setup  -  Printers -  Before printing prescriptions, you 

should visit Printer Profiles to select prescription stationery, drug 

label features, etc.   

¶ Use Advanced Printing  -  This swit ches on a Prescription Manager 

screen (instead of Therapy Print) which divides prescribed items 

into prescriptions.  It is an essential prerequisite for nurse 

prescribing and supplementary prescribing; otherwise optional.  

¶ Options Setup  -  Word Processor  -  This allows a choice of either 

Microsoft Word, or Vision Editor, as the preferred software with 

which to create and mail merge patient letters for recall or referral.  

¶ Options Setup -  System  -  This sets the country within the UK, 

important as prescription fea tures differ in each.  

¶ The Audit Report  allows searches to be run of audited or deleted 

records  on any of the Vision patient entities, and prints out an audit 

report.  

¶ Event Log  It gives information about event s such as logins, 

installations, versions of software, deleted records , and other 

events that have occurred on the system.  

¶ About Vision  -  From the Help menu, this shows which current 

version you have installed for Vision, Read dict ionary, Multilex drug 

dictionary and Prodigy.  

¶ Reindex  -  a necessary housekeeping task which should be run 

automatically every night.  

¶ Disaster Preparation Plan  -  An outline of some of the issues your 

practice should consider in the event of a server failure . 
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Options - Mail Startup 

Mail Administrator 

If you are using Mail Administrator  to process your mail :  

From Options  at the Vision front menu  

Click on Mailbox Startup  

This sets the mailbox of the user currently signed to  be display ed min imised on the 

Windows task bar. This is where pathology messages are displayed once received. 

Just double click on this button to view  the Mailbox, or you can right click and select 

Close  if it is not required.  

If Mailbox Startup is not ticked, then you can access your mailbox using Messaging 

-  Mailbox .  

 

Mail Manager 

If you are using Mail Manager  to process your mail :  

From Opti o ns  at the Vision front menu.  

Click on Mail Manager Startup . 

This sets  Mail Manager to open on Vision log in for that user. This is where pathology 

messages are displayed once received. Mail Manager can be minimised and left on 

the taskbar until  required . 

If Mail Manager Startup  is not ticked, then you can access your mailbox using 

Messaging -  Mail Manager .  

 

Options - Set-up 
To r each the Options  menu, click on Options , or Alt -O, from the Vision front Menu.  

Options -  Set - Up  leads to a three tabbed screen of Printers , Word Processor  and 

System .  Printers and Word Processors can also be set up from Management To ols 

-  Control Panel -  File Maintenance ï Staff Maintenance Utility.  

   
This practice opted to use Advanced Printing       This practice has opted to use Print Profiles  
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Printers 

Printers will be set up by the engineer when you are installing your Visi on system.  

They are determined by workstation and user.  

However, you can yourself control the printer settings in one of two ways:  

¶ Classic Printer setup  -  Setup for Prescription printer and drug label 

printer (see p age 5).  

¶ Printer Profiles  -  this allows you to set up different printers for 

prescriptions, drug labels, bag labels and specimen labels (see 

page 6).  

¶ The use  of Printer profiles is optional and reversible.  

 

Classic Printer setup 

 
Classic Printer setup from Options, Vision Front Menu before Printer Profiles is switched on  

 

Whatever is chosen here is set for this workstation and user.  You can also set 

Printers  per workstation in Control Panel -  File Maintenance ï Staff 

Configuration Utility .  

Choose the selected printer for prescription output.  If you are a dispensing practice 

or wanting to print drug labels, you need to select the printer u sed with label 

stationery.  Note that the printers are recorded by workstation.  

Select Options  from the Vision Front menu, then Setup .  

Click on the Printers  tab.  

Under Prescription -  Selected  printer: click to highlight the printer you use to print 

prescrip tions.  The selection depends on the setup made by the engineer initially.  

Select the Port -  a parallel printer is usually in LTP1, and a serial printer in LTP2 -  if 

you are not sure you will need to contact the Help Line.  

Then click on Select .  

Repeat for Drug Label -  Selected printer : if you are printing dispensing labels 

within the practice.  

Click on OK .  
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If you are a Scottish  practice, there is a requirement to print prescriptions in a 

Courier 11 font, which can be read by the scanners at the pricing bur eau.  To setup:  

 

1.  Right click anywhere on the Printers screen.  

2.  Select Use Courier 11 for all scripts.  

3.  Click on OK .  

4.  Check the setup of your Repeat Reorder Form  in Consultation Manager -  

Consultation -  Options -  Repeat Reorder Form Setup .  The change in font 

ma y affect the word wrap / carriage returns on the messages.  

 

Printer Profiles 

This is a long help section and you may prefer to print out the topic.   

The alternative to the classic printing screen, described above, is the Printer Profiles 

screen.  

 

Printers  tab after Printer Profiles has been switched on  

 

Use Print Profiles  allows you to define separate printer profiles for:  

¶ Prescription Printer  

¶ Nurse/SP Prescriptions (particularly in Scotland where there is 

different prescription stationery)  

¶ Specimen Label Printer  

¶ Drug Label Printer  

¶ Bag Label Printer  

 

This printer configuration system is optional -  you need not convert to it if you are 

satisfied with your current printing arrangements.  However, it will:  

¶ Allow you to set up a separate printer destination for each therapy 

print function (e.g. Drug Labels and Specimen Labels). This is 

attached to a workstation, although it may be desirable to allow 

roaming profiles.  

¶ Allow you to configure new and existing printers, thus eliminating 

the need to manage and test al l printers centrally. This function is 

simple and easy to use, but a wide variety of settings can be 

adjusted, such as orientation and paper source.  

¶ Automatically convert existing settings to create default values 

during the initial upgrade.  



Vision 3 Training Guide Setup, Utilities and System Management ¶ 6-7 

¶ Be a prelude to Options -  Advanced Printing  (see page 19 ), which 

replaces the current Print Therapy screen with Prescription 

Manager, and is a necessity for the printing of 

nurse/supplementary pres criber prescriptions.  

 

Access to Printer Profiles 

You can access Printer Profiles from:  

¶ The Vision front menu ï Options ï Setup ï Printers . 

¶ Within Consultation Manager , by pressing the Setup  button on 

the Print Therapy - Add  screen or Prescription Manager  screen.  

¶ Consultation -  Options -  Prescription Setup  (see page 20 ) then 

click  Print Profile .  

 

Conversion to new printer functionality 

It is important that you make a smooth transition between the old classic printing 

and the ne w printing profiles. The conversion process is described below.  

 

Note:  To minimise the impact, the use of printer profiles is optional and 

reversible. This way, those who are happy with their current printing should 

be able to continue without interruptio n.  

 

Select the menu option Use Print Profiles  from the Options  menu on the Vision 

front menu. If the system detects that no profiles have been created for this 

workstation, and there is at least one printer set up for classic printing, then the 

conversion process is initiated.  

The Vision Printer Profiles  dialogue is shown:  

 

 
Printer setup screen  

 

The conversion choice is between Manua l or Automatic .  
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Automatic Conversion 

If Automatic  is selected, then the current genprint settings are used to generate u p 

to two new profiles, which are then automatically assigned to the relevant Vision 

print functions. After conversion, a message will show if the conversion was 

successful or failed.   

If successful, the message will read:  

 

Script settings converted success fully  

Label settings converted successfully  

 

Conversion successful  

 

If unsuccessful, the message reads similar to the following example:  

 

Script settings conversion FAILED:  

"Could not open printer -  [name of printer, eg Epson Compatible 24 

Pin]"  

Label set tings converted successfully  

 

In this case,  you should do a manual conversion for the prescription printer.  Check 

the label settings as well.  

 

 
Conversion encountered an error  
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If conversion of both Script and Label settings failed, the following message i s 

shown:  

 

Script settings conversion FAILED:  

Label settings converted successfully  

 

In this case you should do a manual conversion.  

 

 

Printer Setup  

 

¶ Clicking Manual  lets  you follow a manual setup of the Printer 

Profiles.  

¶ Clicking Finish  exits from the scr een without Printer Profiles being 

set up for either Script or Label settings, whichever failed.  

¶ Clicking Cancel  lets you return to classic printing.  

 

Manual Conversion 

If Manual  is selected at any stage, then the Profile setup dialogue is shown. If 

unconv erted settings remain, then a new Convert Existing Settings button is visible 

which gives you a second chance to use the automatic conversion for a particular 

printer type (Script or Label).  

 
Printer Profile Setup  
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Note  Printer Drivers -  The conversion pro cess relies on the default Windows 

printer driver being the same as the driver specified in a file called 

genprint.dat. If these drivers are different, then, as with the import, it is 

unlikely that the settings will work well. Should this occur, a warning is 

given, recommending a test print.  

 

Set up Vision Printer Profiles 

Setting up of printers is made via Options -  Setup -  Use Print Profiles  from the 

Vision front menu.  

 

 

Options ï Setup -  Printers tab  

 

If printer profiles have not been enabled on the wor kstation, then the classic printing 

setup screen is shown as usual. There are other circumstances in which the Vision 

Printer Profiles screen may be displayed (for example, Manual Conversion). In these 

cases, the other system options and tabs will not be v isible.  

 

Note  You can also reach the Printer Profile screen from within Consultation 

Manager, by pressing the Setup button on the Print Therapy -Add screen or 

Prescription Manager Screen , and also from Consultation -  Options -  

Prescription Setup . 
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Consul tation Manager ï Therapy ï Print(F9)  

 

 

England  

The Setup button on 
Print Therapy or 
Prescription Manager 
reaches the Printer 
Profile screen so you 
can edit a setting just 

before printing 
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Scotland  

 

Printer Function  -  This list contains all Vision print functions that are supported by 

Printer Profiles. Each of these functions has an associated printer type, currently 

Script or Label:  

 

¶ Prescri ptions  

¶ Nurse/SP Prescriptions (in Scotland)  

¶ Drug Labels  

¶ Bag Labels  

¶ Specimen Labels  

 

Select one of these, e.g. , Prescription, if you want to set up a prescription profile.  

Printer Profile  -  This picklist contains all profiles that have been created on this  

workstation that correspond to the selected print function, e.g.  My Prescription 

Settings.  

Thus, if Prescriptions  is selected, then the picklist is filled with all script profiles, 

whereas if any of the three label functions are selected, then it is fille d with all label 

profiles. The selected item is the profile assigned to the currently selected print 

function.  

 

¶ Add and Edit  -  These buttons on the Vision Printer Profiles screen 

let you add or edit a printer profile (described below).  

¶ Remove  -  This delete s the currently selected configuration after a 

warning has been given.  

¶ Apply  -  This is enabled when the profile assignment has changed. 

When pressed, all function -profile assignments are saved and the 

button is disabled. The OK button also saves any unsave d 

assignments in addition to closing the screen.  
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Add a Profile 

Add or Edit a profile  -  Make sure the correct function is selected in Printer Function, 

then select Add  (or Edit) for the Add (or Edit) Printer Profile settings screen.  

 

 
Prescription set tings in Scotland  

 

Profile Name  -  Type in a name, or keep the simple default, e.g.  My Prescription 

Settings, My Drug Label Settings .  This is the name that appears under the Printer 

Profile on the main screen, and also on the import screen. It is the primar y identifier 

of a profile, and must be unique for a given workstation . The default is a unique 

value . 

 

Printer Type  -  Select either Script  or Label . This is used to filter profiles by printer 

type. It is disabled in Edit mode.  The default is the printer type  of the print function 

currently selected in the main screen.  

 

Available Printers  -  Select a printer from the list of installed printers.  There is no 

default selection.  This is the way to select different printers for different labels.   

 

Stationery  -  If you are setting up a Nurse/Supplementary Prescriber in Scotland, 

then choose GP10NSS.  If  GP in Scotland, choose GP10SS. Under the Advanced 

option, you can specify the tray for loading each type of script in Paper Source.  

Print a test page .  This prints a dummy script/label to the printer.  

 

In England and Scotland, this will print a bar code on the prescription form (an ETP 

requirement).  

 

 

¶ Script test prints a dummy script on the left hand side with the 

profile settings and other details on the right -hand side:  

¶ Label test prints differ from the test print available via label design. 

A border of characters is printed to make it easy to align the output 

on the label. Selected profile settings are also printed, e.g. :  
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                 xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx  

  x Roman 22CPI (7) Bold      x 

 x Form: Label 2.75 x 1.5     x 

     x Margin: 5 x 3          x 

       x RevFeed: 0           x 

     x Line Height: 9         x 

                 xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx  

 

Margins  -  If the alignment is incorrect, then adjust the margins to fine tune the 

printing alignment. Print another test page.  The measurement is in mm and can be 

negative.  Left is the X -axis (horizontal) and Right is the Y -axis (vertical).  

 

Advanced Settings  -  see below.  You will need to select the c orrect Form, eg FP10 

(HL -1250 script) ES, though if you do not, the default form setup is used for that 

printer on your workstation.  Label settings, however, may need Advanced 

adjustments; or if you need to select landscape.  

 

Press Save  when correct.  Repeat  for Drug Labels, Bag Labels and Specimen Labels.  

Click on either OK  at the front Profiles screen if you are adding, or Apply  if you are 

editing a profile.  

 

Advanced Settings 

Sometimes it will be necessary to adjust other parameters. These can be made 

avai lable pressing the Advanced  button on the Add (or Edit) Printer Profile settings 

screen.  

 

¶ Page Height -  Form feed. Only visible under Windows 95 (1/10 ths 

of a mm).  The default is 2169 for scripts, 381 for labels.  

¶ Form  -  NT Form name. Only visible under Wi ndows NT, 2000 and 

XP. The default is the current printer form -  note that you can scroll 

down and select various options including those listed below. If you 

do not pick from the Form picklist, then the default form will be 

used, ie the form that is setup  for that printer on your workstation.  

This will usually be FP10 or A4 on a new printer.  The form size does 

not really matter with FP10s in portrait mode unless it is smaller 

than the paper, so A4 is quite acceptable.  

¶ If you select landscape in Orientation , then the form size becomes 

much more important.  

¶ Label printer setup will probably require changing advanced 

settings, unless the import is used  

¶ If you import from an existing setting, then the form and other 

details will be filled in accordingly, and no further action should be 

required other than fine tuning the margins.  

¶ Reverse Feed  -  Reverse feed ï (1/216 inch).  The default is 0.  

¶ Font  -  Font picklist ï limited to Roman and Courier.  Scottish scripts 

require Courier 11 on the left -hand side of the presc ription.  The 

default is Courier.  

¶ Font Size  -  a limited range of  6-11.  11 for Scottish scripts, else 9.  

7 for labels.  

¶ Line Height  -  Labels only ï must be greater than the Font size.  

The default is the Font Size.  

¶ Bold  -  Labels only ï bold or normal.  The defa ult is normal.  

¶ Paper Source -  Printer Bin to use.  The default is the current 

printer bin, eg <default>. For Scotland where there is separate GP 

and nurse prescription stationery, you can specify the bin as you 

add or edit each.  
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¶ Orientation  -  Portrait or La ndscape ï a landscape option permits 

the use of some printers that cannot otherwise be used because of 

printer tray limitations.  The default is Portrait.  

 
Advanced settings for English scripts  

 
Advanced settings for labels  
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Form options 

These are some of  the options under Form. ES refers to England, Wales and 

Scotland, NI to Northern Ireland  

 

Prescription Printers 
- England, Wales and 
Scotland (ES) 

Prescription Printers 
- Northern Ireland 
(NI) 

Label printers 

FP10 (EPSON LQ850) ES  

FP10 (EPSON SQ850) 
ES 

FP10 (EPSON FX -100+) 
ES 

ES 

FP10 (FUJITSU DL1100) 
ES 

FP10 (FUJITSU DL1150) 
ES 

FP10 (CITIZEN S90) ES  

FP10 (MT -150) ES  

FP10 (MT -2030) ES  

FP10 (HP Deskjet 930C) 
ES 

FP10 (HP Deskjet 540) 
ES 

FP10 (HL -1030 script) 
ES 

FP10 (HL -1230 script) 
ES 

FP10 (HL -1240 script) 
ES 

FP10 (HL -1250 script) 
ES 

FP10 (Canon BJ -300) ES  

FP10 (Citizen 300) ES  

FP10 (EPSON SQ870) 
ES 

FP10 (HL -1260 script) 
ES 

FP10 (EPSON LQ850) NI  

FP10 (EPSON SQ850) NI  

FP10 (EPSON FX -100+) 
NI  

NI  

FP10 (FUJITSU DL1100) 
NI  

FP10 (FUJITSU DL1150) 
NI  

FP10 (CITIZEN 59 0) NI  

FP10 (MT -150) NI  

FP10 (MT -2030) NI  

FP10 (HP Deskjet 930C) 
NI  

FP10 (HP Deskjet 540) 
NI  

FP10 (HL -1030 script) 
NI  

FP10 (HL -1230 script) 
NI  

FP10 (HL -1240 script) 
NI  

FP10 (HL -1250 script) 
NI  

FP10 (HL -1260 script) 
NI  

FP10 (Canon BJ -300) NI  

FP10 (Citizen 30 0) NI  

Fanfold 8.5 x 12 in  

Label (STAR LC -200)  

Label (MT -150)  

Label (CITIZEN 590)  

Label (4.00 X 1.50)  

Label (Brother M1409)  

Label (Brother M1709)  

Appointments form  

Label (2.80 x 1.40)  
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Import Label Printer Profile 

The Import button on the Add (or Edit) Pri nter Profile button displays the Import 

screen which allows the sharing of printer settings between users, or access to 

centrally distributed settings.  

The Import screen is intended to help when a widespread change is required, such as 

when the practice b egins to use a new script, or a new main printer. If one user 

configures a profile for the new printer, then it is available for other users to import. 

It is also provides a list of I NPS defined settings.  

The Import screen is reached from the Vision front menu -  Options -  Setup -  Printers 

-  select Profile Name -  Add or Edit; or Advanced -  Import.  

The following columns are shown:  

 

¶ Work Station -  The name of the workstation that owns the profile  

¶ Platform  -  The operating system of the workstation that owns the 

profile  

¶ Profile  -  The name of the profile  

¶ Modified  -  The date/time that the entry was last modified  

¶ Printer  -  The name of the local windows printer  

¶ Driver  -  The driver assigned to the local windows printer  

 

 
Import Label Printer Profile screen  

 

When a con figuration is selected for import, control returns to the Advanced Settings 

dialog, and the following fields are filled using the imported configuration:  

 

¶ Margins  

¶ Page Height / Form  

¶ Reverse Feed  

¶ Font  

¶ Font Size  

¶ Line Height  

¶ Bold  

¶ Paper Source  

¶ Orientation  
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View Options on Import Profile screen 

All listed profiles are filtered on the printer type (script or label) currently selected in 

the Profile setup screen. In addition to this, the following user definable filters can be 

applied.  

 

¶ Source :  This filters the list  based on one of two options:  

¶ Practice : Profiles that have been created on other workstations in 

the practice.  

¶ System : I NPS defined settings. This is currently the contents of 

genprint.dat. If selected, then all columns will be hidden except for 

Profile Na me, and Driver.  

¶ Platform :  This filters the view to show profiles that have been 

setup on either Windows  95 or Windows NT family workstations. It 

always defaults to the userôs local platform, as it is unlikely that 

settings from a different platform will wo rk correctly.  

¶ Only show profiles with a matching printer driver :  This filters 

the list to show only settings with a driver that matches the driver 

for the Windows printer currently selected in the Profile setup 

screen. If this filter is not enabled, then n on -matching drivers are 

shown in grey text. This is important because, as with the platform, 

if the driver differs, then it is unlikely that the settings will provide 

the correct layout.  

¶ Group By Workstation : If  the source is set to Practice, then this 

opt ion groups the settings by workstation.  

¶ Save Options : This saves the current options as the default for 

the next time this screen is launched on this workstation. This does 

not include the Platform filter.  

 

Reverting to classic printing setup 

If you have t he new Print Profiles but want to return to the classic printing setup:  

Select Options -  Use Print Profile  then Cancel  the screen.  This should remove the 

tick from Use Print Profile.  

Select Options -  Setup -  Printers  for the classic printing screen.  

 

Edit a Printing Profile 

You can edit a Print Profile either from Options -  Setup -  Printers , or from within 

Consultation  Manager  on the Print Therapy  or Prescription Manager  screen, 

using the button Setup .   

When you have made your amendments, click on Save  on Edit Printer Profile .  
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Options - Advanced Printing 
There is an option on the Vision front menu under Options  called Use Advanced 

Printing .  

We should like to encourage all practices to move towards Advanced Printing .  

 

¶ It will introduce you to the new Prescrip tion Manager screen 

(explained in Chapter 24 Therapy of the Vision 3 Training Guide) 

which replaces the current Print Therapy screen.  Its Active Simple 

tab resembles the current Print Therapy screen so practice staff can 

choose whether they use this or the  Active Full tab which divides 

items by prescription items.  To a user on the Active Simple tab, 

reprinting is the only function that has moved.  

¶ Advanced Printing must be in use if nurses or supplementary 

prescribers are to print prescriptions.  

 

Currently, A dvanced Printing can only be switched on in England and Scotland (as at 

DLM 193), Northern Ireland and Wales have not yet finalised the required script 

content and layout. This functionality will be added as soon as they do.  

 

Switching on Advanced Printing 

You must be a system administrator to switch on Advanced Printing.  

From the Vision front menu, select Options -  Use Advanced Printing .  This will tick 

the Advanced Printing option to show it is selected, and the menu option Use Print 

Profiles  will disappea r.   

   
Options menu with the two different choices ticked  

 

Switching on Advanced Printing will not only make the selection of Print Profiles 

unavailable, but will force use regardless of whether they have been used before.  

Users who do not have print prof iles set up will be prompted to do so the first time 

they print after switching on Advanced Printing.  

To switch off Advanced Printing, re -select it from the Options menu so it is no longer 

ticked. The Use Print Profiles option will re -appear.  

Once Advance d Printing has been switched on, you can still access Printer Profiles  

from one of three places:  

 

¶ The Vision front menu ï Options ï Setup ï Printers.  

¶ Within Consultation Manager, by pressing the Setup button on the 

Print Therapy -Add  screen or Prescription Manager screen.  

¶ Consultation -  Options -  Prescription Setup in Consultation 

Manager) then press Print Profile . 
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Consultation Options - Prescription Setup 
There is an option under Consultation -  Options -  Prescription Setup . If 

Advan ced Printing is switched on, the new Prescription Manager screen will replace 

Print Therapy.  Eventually ETP will be switched on at the Prescription Options screen, 

but in the meantime, you are able to choose whether to display initially the Active 

(Simple)  tab or Active (Full).   

The initial view is set at Active (Simple)  which is the screen which most resembles 

the current Print Therapy screens.  Choose Active (Full)  as the default view if you 

would prefer to divide the items prescribed into prescriptions.  

 

 
Prescription Option screen  

 

The Print Profile  button accesses the Printer Profiles  screen. This can also be 

reached from the Vision front menu -  Options -  Setup -  Printers.  

The Rejected tab option is an option for practices using E TP (electronic transmission 

of prescriptions) and refers to rejected messages.  
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Word Processor set up  
Options ï Setup -  Word Processor  allows you to choose between Vision Editor or 

Microsoft Word as the default  word processor . Vision integrates with Word 6.0 and 

above.  

 

Note  The word processor is recorded by workstation, i.e.  you need to be at 

the workstation where you are selecting the word processor.  You can also 

set the choice of word pro cessor for all workstations in Control Panel -  File 

Maintenance ï Staff Maintenance Utility.  

 

Having selected the word processor, you may then select Modules  -  Word Processor  

in order to set up Word template letters for referral, recall etc . The detailed V ision 

Editor templates are explained in the Recalls and Patient Groups on -screen help. 

These letters can be used in Consultation Manager from Referral (Letters)  , or 

from Correspondence  on the Add Data  menu; or in Patient Groups , under Generate 

Recalls -  Create Personalised Letters.  

1.  Select Options , then Set - Up  from the Vision Front menu, and click on the 

Word  Processor  tab.  

2.  Select either Vision Editor or Microsoft Word 6.0  (or above) .  

If you select Microsoft Word 6.0  (or ab ove) , you can check the box Save as 

rtf.  This will allow you to save and view a mix of Word versions.  

3.  Click on OK .  

 

 
Options ï Setup ï Word Processor tab  

  



6-22  ¶ Setup, Utilities and System Management    Vision 3 Training Guide 

 

System 
You need to define the country  where your practice is bas ed -  England, Wales, 

Scotland or Northern Ireland.  This is particularly relevant for prescription printing 

where there are some differences.  

 

Note :  Changes can only be made if all other users are logged out of Vision 

and you are signed on as a System Manag er.  

 

From Options -  Setup  on the Vision front menu, choose the System  tab.  

Select Country  -  Check the relevant country: England, Scotland,  Northern Ireland  

or Wales.  

 

Note :  Do not select the region option or NCRS Servic es unless specifically 

asked to do so. You will only be required to do this once you are Live as a 

Connecting for Health (CfH) site , when the PCT turn it on for existing users, 

or the LSP for new users. If either of these options are selected before you 

are ready, you will receive error messages as the module required to form 

the link will not be available.  

 

Select Registration Links  -  Check the Registration Links  box if your practice has 

Registration Links  or Partners.  

Selec t NCRS Services  if you are connecting to the spine.  

Other Options -  Referral Message Digest  -  Ticking this box will switch on Referral 

Message Digest.  This is relevant for practices using Choose & Book referrals.  Referral 

Message Digest is a summary record  for a patient where it is easy to add or remove 

data before sending a referral.  If not switched on, then the original Referral Message 

Problem is the alternative.  Once Referral Message Digest is switched on, you can 

next configure the data selection optio ns (Auto Selection Options) in Consultation 

Manager -  Consultation -  Options -  Setup -  Management .  

Click on OK .  

 

 
Options ï Setup ï System tab ï Other Options highlighted   
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Event Log  
The Events tab gives information about system access, installations, v ersions of 

software, deleted records , and other events that have occurred on the system. From 

DLM 260, you can search the audit trail for all high risk alert overrides, any drug 

warnings (dependent on settings) and any changes to th e Drug Options set -up 

screen in Consultation Manager.   

The searches can be run for all users or on a per user basis and you are also able to 

search on specific date ranges.  

 

There are two ways to access Event Log:  

 

¶ From the Vision Management Tools menu -  Ev ent Log  

¶ From the Vision front menu, selecting Modules  -  Event Log.  

¶ The "older" Event Log screens are accessed from Control Panel but 

may be removed in the near future.  

 

 
System Event Log screen  
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1.  From the User  picklist at the top left of the screen, select the user you would 

like to search on or leave the setting as All Users if preferred.  

2.  You can, if required, select an individual patient.  The Deselect Patient button 

is used when you have finished with one patient and want to move on to 

another.  

3.  If required , you can enter a date range  in  From Date  and To Date .  The 

default date range is from one week ago to today.  Note that you can use date 

shortcuts, e.g.  3M (three months ago), 1W (one week) 4D (four days), T 

(today) .  

4.  Next, select the Event Type  you would lik e to search on by clicking on it.  You 

select more than one event type by holding the Control key down then 

clicking on the lines you want.  For example, you could search for all users who 

in the last week have been prompted to enter a Reason for Drug Warnin g 

Override.  

5.  Click on Search  to search in the audit trail.  

6.  The results of the search will be displayed.  You will be able to see the date, 

time of the event, the user, type of event, the patient the event affects, the 

workstation the user was logged into and  full Details of the event.  If you 

multi - selected Event Types, the list will be displayed in order of Event Type 

and you may need to scroll down.  

7.  Each line has columns, depending of the Event Type, but those that are 

patient related are Date, Time, User, E vent, Patient (if relevant), Workstation 

and Detail.  If you highlight a line for some Event Types, you can see further 

details in the bottom pane.  

8.  You can sort the Events by date, time, user, event type, Patient workstation 

or detail by clicking on the rel evant heading.  

9.  You are able to print the selected Event list by clicking on the Print  button at 

the bottom of the screen.  It shows a Print Preview first; click on the Print  

button at the bottom of the screen.  

 

 

Example of a System Event Log search  
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The Eve nt Types  are divided into sections:  

 

¶ System Access :  Unsuccessful Login, Successful Login, Logout, 

Password Re -enter Failed, Login Aborted.  Note that unsuccessful 

logins should be investigated in case someone has been trying to 

log in o n an unattended workstation.  

¶ Installations :  Drug and Read dictionary install dates, Software 

Installs, Prodigy Install (Prodigy was removed in DLM 240).  

¶ Consultations :  Consultation started, Consultation ended, Patient 

selected, Patient deselected.  

¶ Prescri bing : Drug Options Changed, High Level Drug Warning, 

Medium Level Drug Warning, Low Level Drug Warning, Drug 

Warnings Suppressed, Reason for Drug Warning override (a drug 

warning is shown at the end of the Therapy Add process but the 

prescriber has decided  to proceed anyway, entering a free text 

reason).  

¶ Deleted Records:  This lists any deleted records by date, deleted 

template letters, partnership reallocation, etc.  

¶ Other Events : Module started, Module ended, Error message, 

FP10 Reprint, Over event, DA1 ReW rite failed causing duplicate 

records, Data Collection, Log Function usage, Login Failures 

cleared, Down Line Loading, GP Communicator, Report produced, 

Password changed, User lockout, Mail Manager message view, 

Screen saver invoked, Screen saver ended, Re mote access dial  in -  

INPS support, Acceptance onto caseload, Caseload self - referral, 

Forced Shutdown.  

¶ New Practice events :  (to do with GP2GP) : PDS Patient Trace no 

match found, PDS Update Failures, Patient traced on PDS success 

but no HCP held, Requests Sent, Negative Acknowledgements 

received of Type 06, Negative Acknowledgements received of Type 

07, Negative Acknowledgements received of Type 08, EHR Extracts 

Received (Electronic health records), Failed to integrate ENR 

Extract, Negative Acknowledgements  sent of Type 09, Negative 

Acknowledgements sent of Type 11, Negative Acknowledgements 

sent of Type 12  

¶ Old Practice events :  (to do with GP2GP) : Requests Received, 

Total Negative Acknowledgements sent, Attempting to send EHR to 

a non -current HCP, EHR Extra cts Sent, Total Negative 

Acknowledgements received  

¶ New/Old Practice :  GNC Code to Practice Code SDS Failures  

¶ New Practice :  Practice not GP2GP enabled  

¶ Edit record :  Off Formulary Prescription  

¶ National Summary item edit :  National Summary defer consent 

recordi ng, National Summary defer initial send  

¶ Scheduled Task Failure  
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Audit Report 
The Audit Report  allows searches to be run of audited or deleted records  on any of 

the Vision patient entities, and prints out an  audit report.  

 

1.  The Audit Report  screen can be accessed either from Modules  or 

Management Tools  on the Vision f ront menu.  

 

 
Management Tools ï Audit Report screen  

 

2.  Highlight the entity (data) you want to search from the following list.  To 

highlight more than one at a time, hold the Control key down and click on 

each to highlight.  

¶ Acute and Repeat Issue Therapy, Addresses, All other Clinical Data , 

Communication numbers, Consultations, Immunisations, Patient, 

Recalls, Referrals and Requests,  Repeat Masters, Test results ï All  

3.  Optionally further limit the search to a particular patient's records. Double 

click in the Patient window under Audit Criteria for the usual Select Patient 

screen.   

4.  Filter the search criteria further by date range, time,  user and / or clinician, if 

required.  

5.  Click on Run .  

6.  The detailed Audit Report is shown as screen display.  To print this out, click 

on Print .  
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Example Audit Report  
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Versions of Vision, READ, Multilex, Prodigy 
From Help -  About Vision on Vision front scr een  

If you click on the Help  menu option at the Vision Front Menu, then on About  

Vision , the screen displayed summarises which versions you are running  of Vision, 

the Drug Dictionary and Multilex,  and the Read Dictionary . Click on OK  to exit.  

 

Help ï About Vision  

The Multilex and READ dictionaries are updated regularly, and Download Manager 

conveys these updates overnight via the NHSNet.   

The timed schedule for Download Manager is set in GP Communicator .   

After a drug dictionary update, you need to run Therapy Update  from Drug 

Dictionary Utilities  (Modules  or Utilities ). Therapy Update  is used where drug 

names or action groups have changed in a given dictionary update -  it scans through 

the existing therapy (and repeat) records and updates them with the new information 

so that a ny future searches that use these criteria find both new and existing 

records. Therapy update does not require "exclusive access" to the system (i.e. you 

can run it whilst other users are signed on to Vision)   



Vision 3 Training Guide Setup, Utilities and System Management ¶ 6-29 

 

Reindex 
Reindex  is a standard housekeeping procedure which ensures that your Vision  

system is running as efficiently as possible.  Your system will have been set up to 

reindex  automatically every night by the installation engineer. Should you experience 

any problems with this process please contact the Helpline on:  

¶ England    0845 351 1820  

¶ Wales    0845 359 3549  

¶ Northern Ireland  0845 359 3548  

¶ Scotland    0845 359 3547  
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Should the Practice PCs be switched off at night? 
The answer to the question is an emphatic yes  ï each PC  in the practice should be 

turned off at the end of each day, with the following exceptions:  

 

¶ The GPC (Mail Gateway) PC; this must be left on to send and 

receive clinical messages overnight.  

¶ The Correspondence Manager PC, as lo ng as it contains data files 

that are to be copied off and backed up over night.  

 

Why is this?  

 

¶ Each PC left switched on permanently (24/7) can consume up to 

four times as much power as one left on during normal office hours 

(8/5); that is £240 rather than £ 60 per PC per annum (for a PC 

with a CRT Monitor -  rather than the more economical - to - run TFT 

Flat Panel Monitor). IN PS have a duty to promote ñgreenò policies. 

This could amount to a saving of over £2,500 a year at a typical 

Vision site.  

¶ The hard disk man ufacturers do not design the IDE hard disk drives 

found in the desktop PC for continuous use, whereas the SCSI disks 

found in servers are designed for 24/7 use.  

¶ Evidence of this can be seen in the fact that IDE Disk Warranties 

have been reduced from three  years to one year, whereas the SCSI 

disks now carry a five year warranty.  

 

Are there any drawbacks to turning the PC off each night?  

 

¶ It used to be said that the very act of switching the PC off and on 

again caused more damage than leaving the PC permanentl y 

switched on ï but there is very little evidence to substantiate this 

claim;  

¶ When the PC is switched on, there will be a small amount of extra 

traffic on the network as it searches for its DHCP Server and gets 

its IP address; if all PCs were turned on at the same time, this 

could increase the network traffic, but only for a short period. In 

spite of comments to the contrary, there will not be a significant 

volume of network traffic, and  there will be no adverse effects.  

 

So what about servers with IDE Hard Disks?  

 

¶ Having said that IDE hard disks are not designed for 24/7 use, InPS 

sell a Dell PowerEdge 600SC server for low volume use ï and that 

comes with IDE hard disks. But this server does carry a 3 year 

warranty, so the disk is covered, even though we can expect some 

to fail within the warranty period.  

¶ With this fact in mind, we will update to an Intel Server for these 

instances, probably using Maxtor MaxLine Pro Serial ATA disks, with 

a 3 year warranty; these are disks designed for 24/7 operation.  
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Disaster Preparation Plan 

What is a Disaster? 

What is a disaster?  A disaster is any event that interrupts a practice's computer 

operations.  When a network server fails, due to human error, hardware failure or a 

major disaster, the system must be carefully recov ered before the applications and 

backed -up data can be restored.  

 

What is Disaster Preparation Planning? 

Disaster preparation planning  (DPP) is the implementation of strategies and 

procedures that will minimise damage i n the event a catastrophe destroys your data.   

While precautions can be taken to minimise the effects of this type of occurrence 

(UPS devices, password protection, and so forth), unfortunately there is nothing that 

can safeguard your data 100 per cent.  The purpose of a DPP is to return to an 

operational status as quickly as possible.   

This section sets out some ideas for Disaster Preparation Planning.  Should the worst 

happen, a telephone call to the Help Line should be one of your first steps.  

 

The Disaster Preparation Planning 

The Disaster Preparation Plan (DPP) you put in place with your Backup Exec system 

should be tailored to your network environment.  While environments vary in different 

organizations, there are five elements to consider when creating a comprehensive 

DPP. They are:  

 

¶ Hardware protection  

¶ The ability to maintain the practice's operations during a disaster 

period until the server can be restored  

¶ A sound backup strategy  

¶ Off -site storage of backups  

¶ Effective DPP management  

Of course, many of the se are bound up with basic information security strategies 

which should also be running at your practice.  

 

Hardware Protection 

The hardware  devices on your network (CPUs, drives, video) are susceptible to 

damage from many disast er situations.  

 

Equipment to protect hardware 

Here is a list of equipment  most often used today to protect hardware:  

 

¶ Uninterruptable power suppliers (UPS)  

¶ Surge protectors  

¶ Security monitoring devices  

¶  

If you do not already have these items in place, you shou ld consider installing them.  

The initial investment could be justified many times over in the event of a disaster.  
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Risks of Theft 

You should consider minimising the risks of theft   of your computer by taking 

sensible prec autions:  

 

¶ Be aware of the problem of opportunistic theft ï although this is 

unlikely to b e your file server, computers and  particularly laptops in 

consulting rooms left unattended for a few minutes are vulnerable.  

¶ Make sure you know who all visitors are.  Patients should be booked 

in, and other visitors supervised.  

¶ Your reception area should as far as possible not have visible 

computer terminals.  Screen computers with filing cabinets, screens 

etc in order to hide the machines.  

¶ Security mark your machines ï to help in recovery.  

¶ Lock up the surgery premises properly.  Install burglar alarms, 

security grilles, lockable shutters etc.  

¶ Physically bolt your computers down to the desk and chain the 

monitor.  Computer suppliers have a range of products.  

¶ Consider purchas ing an audible alarm which is triggered by a 

motion detector.  For networks, Netlock (from Hillier -page) can be 

installed.  

¶ Chassis locks can prevent the computer case being opened easily, 

so preventing chip thefts.  Keys should be held by the practice 

manage r.  

 

Other hardware issues 

 

¶ Never move a computer when it might be writing to disk.  The 

safest approach is to avoid moving it at all while switched on.  

¶ Ban the use of drinks near the computer or keyboard.  

¶ Donôt trail cables, which could accidentally pull out a plug.  

¶ Don't try and mend equipment yourself ï get expert help.  

¶ Don't place the computer next to radiators, water pipes and other 

sources of heat or dampness.  

 

Regular maintenance of software 

 

¶ Use a computer anti - virus  program.  This should be updated 

regularly ï at least once a month -  to cope with new viruses.  

¶ Do carefully check any disk coming into the practice for viruses ï 

not matter where it has come from.  Some practices have a 

"quarantine PC", which is totally isolated from a ny other computer.  

The quarantine PC can be used to test all discs (data and software) 

for viruses.  

¶ Don't use non -standard software from magazine covers, friends, 

clubs etc.  

¶ Regularly back up your files and keep the copies safe off - site (see 

below -  A sound backup strategy  and Off - site storage of backups ).  

¶ Make copies of your Windows registry files.  

¶ Password protect your data.  Password lists should not be stuck up 

on notice boards!  

¶ Regularly run hard -drive maintenance tools, particularly surface 

scans, and defragmentation routines.  This helps to avoid writing to 

damaged disk sectors.  
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¶ Discourage staff from tinkering with the program files.  

¶ Screensavers in Vision are compulsory and wi ll blank screens after 

a short time interval.  

¶ Where possible, archive material from the hard disk.  

¶ Delete duplicated documents from a word processing package and 

zip up other large word -processing documents.  A "Disk Full" 

message could mean disaster.  

¶ Keep all computer disks in an organised way in a safe place, locked 

away in storage boxes.  Don't leave them by the computer.  

 

Disaster Planning - tell your staff 

Run training sessions to make sure all your GPs and staff are aware of what to do if a 

disaster occ urs.  Some may be given specific tasks, such as recording new patient 

registrations.  Emphasise that EVERYONE IS RESPONSIBLE FOR INFORMATION 

SECURITY. But don't make your security so rigid that it causes inflexibility.  

 

Plan how to manage if disaster strikes 

Make sure that proper precautions are taken by everyone to implement plans for 

network interruptions.  For example, the phones in Reception won't stop ringing 

because the server is down, so prescriptions may have to be hand -written until the 

server is up a gain.  Each department should work out strategies for such occurrences.  

If the proper precautions are taken, the server can be rebuilt quickly and operations 

can still continue.  

 

Maintaining Patient Registration 

Staff should be allocated to keep a manual re cord of all new patient registrations, 

transfers out, and amendment to registration such as address changes.  These will all 

need to be entered once the computer is restored.  A transmission will need to be run, 

if your practice runs Registration Links.  

Temp orary residents, new registrations and new children should be tracked . 

 

Maintaining Patient clinical records 

Repeat prescriptions will have to be hand -written and a record kept of each issue.  

Reprinting each script as a duplication  is one way to do this.  

Keep manual records of patient consultations.  Some template sheets in columns 

headed with date, time, patient name, DOB, consultation details and outcome could 

be pre -printed and stored ready for hand -written entry.  

 

Maintaining Appointments 

Make sure that in Appointments ï Maintenance ï System Constants  -  Backup , the 

backup  facility is switched on.  You need to do this AT EACH WORKSTATION 

WHERE THE BACKUP IS TO OCCUR, AND THE WORKSTATION NEEDS TO BE 

RUNNING IN ORDER TO TAKE THE BACKUP .   

The recommendation is two workstations ï the one used for regular appointments in 

Reception: check the box From this workstation ; set to backup every five minutes, 

type 2 in Backup days after today  (ie today and tomorrow).  On a second workstat ion, 

perhaps the practice manager's, check the box From this workstation ; set to backup 

every 30 minutes, type 15 in Backup days after today  (ie today's and next 15 days' 

appointments).   
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In both, leave the file name as c: \ appt_bak.txt.  Of course,  if your wh ole system is 

down, you won't be able to print this file until up and running again.  When you can 

print the appointment list, go to a text editor such as Write or WordPad (it may be 

too big for Notepad)  open the file and select c: \ appt_bak.txt. It is advis able to 

change the font to a non -proportional one, such as Courier, as this makes the 

tabulation of the appointment list clearer.  

 

Maintaining Other Practice information 

This might include practice financial and personnel information.  The practice manager 

should devise his or her own strategy for maintaining changes to these files while the 

system is down.  

 

A sound backup strategy 

Regular backups 

Regularly backing up your files  is perhaps the most important strategy.  A well -

designed media rotation scheme pl ays a key role in quickly restoring your file server 

(explained in detail in the Backup Exec Supplement  User Guide ).   

This involves a DIFFERENT named tape for each day of the week: use Tape A on 

Monday, Tape B on Tuesday, Tape C on Wednesday, Tape D on Thursday.  Tape F 

could be used for Saturday if you run Saturday surgeries. Tapes E, G and H are used 

on successive Fridays to provide weekly backups. Finally, Tapes I, J and K are 

monthly tapes, used on the last Friday of the  month.   

Keeping a log book is a practical way of recording which tape was used.  

Most backups now occur overnight.  REMEMBER TO CHANGE THE TAPE EACH 

MORNING TO THE NEXT TAPE REQUIRED FOR THE NEXT NIGHT .  The tape just 

backed up can then be moved off site.  

 

Is your backup working properly? 

Secondly, don't assume that your backup is always working .  Don't just 

assume that because the tape has ejected from the drive, that everything is OK.  

Check in the log file in Backup Exec.   

What you are looking for is a message that the Job completion status (of the backup) 

was normal or successful.  Where you can see this message varies with the version of 

Backup Exec you have and you need to check in the Backup Exec Supplement User 

Guide for details.  

 

Off-site storage of backups 

It is imperative that backed up data be moved off - site regularly.  This ensures that if 

something happens to your facility, all of your backups are not destroyed.  Depending 

on the importance of your data, you ma y choose to use several off - sites, with 

different members of staff or GPs.  Storage areas should be cool, dry and away from 

magnetic fields, and secure from theft.   

If your system is down, you will need to ensure that the  most recent backup is 

returned to the surgery so it is available for the Help Line or Engineering staff.  

As second best, storing the tapes within the surgery should only be done in a 

fireproof safe or secure cabinet.  
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Effective DPP management 

The last ele ment ï and possibly the most important ï is proper management of your 

DPP strategy.  A person or group of people should be charged with constantly 

supervising your practice's disaster preparation efforts.  Someone should install and 

maintain hardware protect ion devices, make sure all departments have a plan if the 

server goes down temporarily, and make sure that backups are made and rotated 

off - site regularly.  Also, it is a good idea to document your Disaster Preparation plan 

for reference purposes.  

Backup Ex ec plays a major role in your DPP by offering an easy, reliable way of 

backing up and restoring your files.   

It is beyond the scope of this chapter to describe what precautionary measures to 

take in order to make restoration as straightforward as possible in the event of a 

disaster.  

Please contact your Account Manager who will direct you to the recommended 

engineering solutions.  


