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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
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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
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= 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

Vision 3 Mail Manager 13



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
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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.

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

Vision 3 Mail Manager



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.

Options ﬁ

Messagel F'gtholog_l,ll SCI Stares -"-\

Ticked meszage types will be autafiled:

O scors
[ 5C1 Diabetes Collaboration

Ok | Cancel

Tools - Options 1 Autofiling

Vision 3 Mail Manager



Staff tab

If you click on the Staff tab

in the left -hand Folder List of Mail Manager, you will see

your own messages and any other user for whom you have rights to view mail.

oo Mail Manager
Fiter Message View Tools Help

& % g B

Back. Forward Refresh  Actions

-

Incoming Mail

Fatients ] Ma current Patient ]
Staft l Achions ]

All datez. All M ail 4
= | | hicorning b il
—-[_3 Unallocated Mail
=23 Unread
=1-[_2] Out of Hours Repart
(3 Unassigned Mai
—1-127 Hill, &lison
--[_0 Fead
=2 In Patient Report
[C Abbatt, Zoe
—-23 Mcallister, John
=1-_] Read
=2 Irvestigation Repart
[C3 Moody, Harriet
=122 Smith, &lan
--[27 Fead
=-[_] Investigation Feport
(3 Baker, Vicki
[C3 Danielzon, Ralda
[Z3 Davies. Rachael
3 De-Quincy, Philppa
[C3 Marcus, James
[ Moody, Harriet
23 Morley, Guy
[Z3 Micholls, Geaffrey
[C3 Smart, Constance
[Z3 Stead, Christine
([ Steele, Chiistine
(£ Stoddart, Christiana
[Z3 Strachan, Charmain
[C3 Strafford, Charlotte
[C3 Whelan, Angsla
(23 whitaker, Angela
+-[_] Outgaing bail

m

.-‘

A OOOooooooo
4

Iz

L.

Mes:

The Folder List has a tree  -like hierarchy,
expanded by clicking on -

Incoming mail T This lists all the
messages you are entitled to see.

Unallocated Mail - This is mail which has
not been allocated to a GP or staff

member within the practice. At least one
or two staff members should have access
rights to unallocated mail.

Responsible Staff Member T Your mail.

Unread mail
read.

T Mail you have not yet

e Message Type 1 Each message is
grouped by message type, e.g. Out
of Hours Report

o Patient T The patie nts are listed
under each message type.

e Read mail 1 Mail you have read.

e Message Type 1 Messages
grouped by message type

o Patient - The patients are listed
under each message type

Listed in a similar way is any other mail to
which you have access rights.

Outgoing mail
the practice

- All messages leaving

18
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This Folder List shows no actual message data.
date filter,

determined by a

Which messages are shown is

set from the Filter Menu (see page 8), and only

messages in this date range are displayed

Message List

Selecting a line in the left
right Message List pane.
been read; clicking on
clicking on  John Smith

£1E Dr Alison Hill - Mail Manager

The mail is initially divided into Incoming and Outgoing.
The Incoming mail is further divided into Read and Unread

These are then further categorised into the type of XML message,
e.g. Out of Hours Report, Discharge Summary.

Expand further using " to list the patients to whom these types of
messages apply.

The line which shows the patient name cannot be expanded further
even when more than one entry exists for a particular patient.

view (Staff tab)

-hand Folder List , lists all the relevant messages in the top
Thus clickingon Read displays all messages which have
Discharge Summary shows all discharge summaries; and

shows the messages fo r John Smith.
Note that on small screen displays, you can scroll across to view current off  -screen
details of From and Message Reference
- =X

File —iter Message View

Tools Help

% 2] . & 8 . B . 9 .8 . % % A
Back Forward Refresh Actions Tick Allocate Assign File Read Print Active  Find ConMgr View
L
Patients \ Mo current Patient } I»‘ | ‘ Status ‘ Type ‘ Re... ‘ Date ‘ Staff ‘ Patient ‘ ActionfSubject | Copy ‘ From
Staff Actions * &) Available forfiling SERUM 05/02/2007 12:04 Hill Alison Kamran, Joseph MNo Chemic
e O, ¥ @Filed SERUM 05/02/2007 1155 Hill, Alison Facey. Patricia Inform Mext Of Kin Mo Chemic
Al dates. Al Mail O ¥ Frartiallyfiled URINE 05/02/2007 11555 Hill Alison Earmes. Paul PtTo Maks Appoint. Mo Chemic
# Staff (33) A0+ @available foriiling FLUORIDE+ECTA 05/02/2007 1155 Hill, Alison Backhouse, Vincent  PepeatTest Mo  Chemic
= & Incoming Meil =] SERUM 05/D2/2007 1155  Hill, Alison Fiacz. Egeron See My Notes Mo Chemic
=& Unallacate Mail o ) Available for fling SERUM 05/02/2007 1155 Hill, Alison Eddleston, Paul  Inform Next QiKin Mo Chemic
= @ Read m] (EFiled Discharge Summary 14/047200314:13 Hill, Alison Zzabhott Zoe See My Notes Mo Ketterin
#- & Burns. Jayne
# - Burton, David
w4 Chesnut Eileen
#- & Corbet. Gay
#- & Cotton, Katherin,
# & Dietician, Whyfcs
+- & Doctor, Oo
# & Duncan, Phndra
1st column < >
from left -
[ \IIRINFI '
Whether equest: URINE
. 2nd column from F Odweruations Read column -
ticked for e P — : : :
selection left - user alerts PSS i e —— ) (o CTe R |y )
[wr o "Serum =1eN@" 32 9/L (36 - 47) Supplementary §
¥ et by a user F has been read.
T ¥ Ve oy in your practice; Filing status - IFUMIEER], S
w & Mcallister, Jon
3 Penior o 3rd column from 4th column from s tick and “nel
74 Porsons Pains left - system ﬂ left - shows fe_mha'ns bf;( d.
Rt Scanne’d,Letters - Elt er mark as
o & Smith Alan alerts v set by whethgr f|leq D, Read
34 Smity Lndsay d or partially filed .
w-f Smith, Sheila sendaer automatlca”y by
#-% System Supervigor, System or unflled . .
v : Trrter Tne 5 lingering (see
| ite, Anne qH
4 # wilson Danialla , or autofiling page 14),0r
#- & Winter, Stella q .
& Sugsngiil . ol tailed right click and
w0 % Unaliocated Mail Mark as Read
x- & Bums, J ions | Header | Audi :
> % Buron, Davie | Eorciogy [Acions | Henter] Aut |
All dates. All Mail
Mail Manager - Staff tab
All columns hav e full sorting capabilities, by clicking on the column header.
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2 Dr Alison Hill - Mail Manager g@

Fle <fiter Message View Took Help

% _ A4 B 0.+ % B 0.8 4~ 4+ 4 B
Back  Forward | Refresh Actions Tk | Alocate | Assign Fle Read Pint | Actve Find ConMgr View
L
Petients | MocunentPatient | M_Lsmms [Type | Re.. [ Date | steft [ Patient [ Action/Subject [ Copy [ From
Stoff | Actions | & Available forfiing SERUM 05/02/2007 12.04_ Hil. Alison Kemran. Joseph No  Chemic
O v @Fied SERUM 05/02/2007 1155 HillAlison Facey Palicia  IformMNextOfKin - No  Chemic
ez A O v &Pariallyfiled URINE 05/02/2007 1155 Hill Alisan Eames, Paul PiToMeke Appoint. o Chemic
# ety Ao e @available forfiing FLUORIDE+EDTA 05/02/2007 1155 Hill Alison Backhouse, Vincent RepestTest Mo Chemic
& Incoming Meil O v EFied SERUM 05/02/2007 1155 Hill Alisen Racz, Egerton See MyNotes Mo Chemic
=& Unallocated Mail O & Available forfiling SERUM 05/02¢2007 1155 Hill, Alison Eddleston Paul  Inform NextOfKin -~ No  Chemic
+ [ Read O & Filed Discharge Summery 14/04/2003 1413 Hill, Alison Zzabbot, Zoe See MyNotes Mo Kelterin
® & Bums Jayne
= & Burton, David
#- & Chesnut Eilsen
= & Cobet, Gay
+- & Coton, Katherine
= & Distician, Whpcs
= # Doctor. Oop
% & Duncan Sancra
% & Fothering. Fay
w- & Gantley, Olive
= & Green Jeff < 2
% & Haton Linda
= & Hill, Alison e URINE
(2 Unread Laboralory Report Request: URINE
-3 Read M Observations
% & Hil Gai
= & Hither, Fiona
w & Jate Bamy
= & Kimble, Jane
% & Martin Amanda mizenat,
# # Mason Dorothy Pavient: EDITESTONTTENT,SIGHT; DOB:
% & Moallister. John 1270071972
w & Painter. Fiyon WHS No.: 3333353530 [
= & Persons, Pauline Comments
% & Fobers, John
= & Scanned, Letters 1 Free Text and Further Information
=& Srmith Alan
= 4 Smith, Lindsay Clinteal Infommacion:
# & Smith Sheila myelona
w & System Supenisor, System
% & Tianter Tina
= & White, Anne
= & Wilson, Danielle
& & Winter. Stella
= (3 Quigoing Meil
#-#& Unallocated Mail < 2
- : :::::’;’Jgécz || Pathotony [Adtions | Header | Audit
Al dates. All Mail
Mail Manager 1 Sorted by Date
e Received /Sent - Received column for incoming messages, and
Sent for outgoing messages - This shows the date and time of the
message.

e Staff - The recipient of the message to which the message is
allocated, i.e. the GP or member of staff. This is not necessarily the
person who is signed on, as they may have rights to access other
staff's mail.

e Patient Name . This column is context -independent, i.e.itappears
even if the list is filtered such that it only displays information for
one patient. If a name appears preceded with an *, then the
message is not matched to a patient and needs to be assigned
(right click and select Assign).

e Action/Subject . This column is used to display the latest action or
note assigned to the message. For internal mail this is equivalent to
the Subject field.

e Copy . In the Copy column, No indicates the message is not a copy.
If it is a copy, it is either Public (and you ¢ an add an action) or
Private  (read only), depending on which the sender chose. Action
means an action is assigned to you for this message (and this is a
copy of the original message).

e Type of message appears even if there is only one type of
message in the list. Types of incoming messages could include Out
of Hours Report, In Patient Report, Pathology Message (in the
future), Investigation Report, Shared Care record, Discharge
Summary etc.

e From/To depending on context.

e Message Reference - this is unique.
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Message Details View

If you click on a message in the top right
message are shown in the bottom right

The contents of the Message Details View

-hand Message List view, the details of the
-hand pane.

, depends upon the processing type of the

message eg OOH Summary, pathology result, Discharge summary etc

Pathology result

On a pathology message, the left -
hand pane has details about the
messag e, its sender etc. The

right -hand pane shows the

pathology result details

Red triangles | [¥ indicate
an "abnormal” result outside
the normal range. Abnormal
results are also in red text

: /

SERUM |
I Laboratory Report ~ |[F0 Request: SERUM ~
Sender: Chemical Pgbhology : SERTH
CARLISLE HOSPITAL APATHOLOGT Type: SERUM: Sow SERTTM
Recipient: AJAI-JAJAGEBE EEOD AS Provider Ref: B/0Z_0600033.3
Requestor: DR E /A _AJTACEE DA Practice Ref:
Date: 03/10/2002 15:05 Collected: zp/0%/z002 12:00
Report ID: Peceived: ZZ/09/72002 14:EZ
xmlZ23001/BEO0O4 . 0000&0000700La Fasting StAtus: Unknown
1 Fasting sample receiwved
Order ID:
Pacient: EDITESTPATIENT,THREE 7 Obser
1307 /71978; m
NHS MNo.: 2333353434 X
Comments : ERUM LIPID REPORT: FPlease refer to North Cumbria Cholesterol
Policy
71 Free Text and Further Information -
Ser cholesterol" 6.7 mmol/L (2.5 - 6.5]
HEXAGON HOUSE PYNES HILLEYDON i i
LANEEYXETEREXZ ESE um triglycerides" Z.3 mmolsL (0.4 - E_3)
LIPID+HDLC (FASTING)"
Clinical Information: "Serum L cholesterol lewel" 1.F mmolfL (1. - Z_&)
Previously raised Chol v Supplengficary Result
< /A "Serum L cholesterol lewel" 4.5 mmolfL (1.0 - 407 -
1avn ] et seenr Dioonle
7 1
Pathology | Actons | Header | Audt
Message detailg of a pathology message
4 /
You have'right The blue header The text of any folder
click menu options lines, such as Serum note is shown at the top
in the right  -hand lipids, can be of the right -hand pane.

pane: to file, add
folder notes, add
results notes etc.

collapsed to hide the
details beneat h.

Any result notes are
shown under the result

and marked IEI . If the
result is abnormal, the

icons are combined

Vision 3 Mail Manager
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Discharge Summary

& =2 @ O . & . % . & .8 o+
Back Farward Refresh Tick. Allocate Assign Print Active Find iew
Incoming Mail - L
[ T T [FRead [ Received | statt [ Patient [ Action/S ubject [copy [ Twpe [ From [ Message F
a a 20/04/2004 13:44 Mcallister, John =Joyce, Joslyn No First Follow-up Report Kettering General 614
[m} [m} 20/04/2004 13:44 Sedgwick, David HNo Test Result Kettering General 631
a a 20/04/2004 13:44 Mcallister. John *Cooper Smith. Rita No Test Result Kettering General 615
a [} 20/04/2004 13:44 Kemp. John No Day Hospital Attend... Kettering General 632 —
[m} [m} 20/04/2004 13:43 Kemp, John No Day Case Report Kettering General 617
a (=] a 20/04/2004 13:42 Burton. David *Atkinson. Violet No Day Hospital Attend... Kettering General 616
a [} 20/04/2004 13:35 *Kemp. Ross No Day Hospital Attend... Kettering General 632
[m} [m} 20/04/2004 13:34 Burton, David =Atkinson, Violet HNo Day Hospital Attend... Kettering General 616
a a 20/04/2004 13:34 Mcallister. John *Simpson. Damian No Day Case Report Kettering General 601
a [} 20/04/2004 13:34 *Simpson, Bart No Day Case Report Kettering General 617
[m} [m} 14/04/2003 14:13 Epoc, Stephen Patient To Pick Up .. No DOH Report Message NH5 Direct West Lo
1 (&= v 14/04/2003 14:13 Hill. Alison Abbott. Zoe Ho In Patient Reoort Ketterina General | o
< >
=
Dr T M Penney
24 Linden Awenue
Kettering
MNorthants
N34 STH
035 May 2001
Dear Dr Penney
Re: Mrs Ann Wehster - Date of Birth 09/04/1947
26 Flats Lane, Barwick In Elmet, Leeds, LS1S4LL
Admission Date 12/12/2000 - Discharge Date 13/12/2000
I saw this patient as requested and could not find any evidence of a brain. I was therefore able to examine Mr Howarth without sedation or handcuffs
Tfer ranchician ahent the cance af hic nrnhleme are Hored helor o
Al dates. All kil
Message details of a discharge summary
. Contgr . , . .
Click on to access the patient's record in Consultation Manager.
Each message has at least one display tab depending on the type of message. The
display defaults to the message, or pathology message, depending on the message
type. The first tab may be titled Message for example, for, e.g. Out of Hours Report

or an In Patient Report; or Pathology for a Pathology message. This shows the
detailed text of the message, together with patient details.

All messages have second and third tabs as Header and Audit tabs respectively.
There may also be an  Actions tab where action messages can be attached to the
message directing others as to the required out come, e.g. Make Appointment, No

action required etc.

N loos Hep

a ® .0 . % . % B 5 .~ 4 4 @

fesh Actons | Tick | Alocate | Assign Fle pint | Actve Fnd ConMgr View

stent | Status Type [Pe.. [ Date [ staff [ Patient [ Action/Subject [¢
ns ‘ (=] Awvailable for filing SERUM [m) 05/02f2007 1... *Ajai-Ajagbe ... Kamran, Joseph N
= O (Za Filed Serum a 05/02/2007 1... Smith. Lindsay Searle. David N
EFiled SERUM 05/02/2007 12002 Meallister, John  Maoney, Harald N
. @ 0 (3 Filed SERUM 05/02/2007 1202 Mcallister. John  Mooney. Harold N
Use the nght [} EaFiled SERUM 05/02/2007 1202 Moallister. John  Mooney. Harald N
O r Filed Citrate [m) 05/02f2007 1... Mcallister. Jo... Pidsley. Elvine N
i [} Available for filing  SERUM O 05/02/2007 1... Hill Alison  Jack. Kathy PtToMokeAppoint= N
CI ICk menu O A Partially filed Citrate [m) 05/02f2007 1... Hill, Alison Peasgood, Ernest Ptiaake-tppaint— N
options within _ J
the result < SERUM|
\~ Laboratory Report Request: SERUM
sz [ Observati

Chemical Pachology
AL rocy

details to file,
add notes eftc.

ons
"Uzss and o —
i Reassign Patient

File Result Immedately .
File with Edit Loy
File Al £
Flle Abnormal

9939398522

Display Read Codes

more...
Result Note... ko)
Folder Note...

[ Free Text and Further Information

1Sy Clinieal
ROUTINE SCREE:

Mail Manager 1 Result highlighted
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Actions tab on Details View
The Actions tab displays a list of all actions for this message.

This is a Message List view with the following columns:

e Status - The current status of the action as described under

Addi

ng Actions (see page 42)

e Action By - The person responsible for  carrying out the action

e Action Text - The text of the action

e SetBy - The name of the user who set the action

e On - The date and time that the action was set

e Completed - The date the action was completed/dealt with . This

may

be blank until acted upon, when the person carrying out the

action will then "complete" it to show it has been done.

£2 Dr Alison Hill - Mail Manager

« .= .@ B .0 . 4 % .B . .8 ., % o+ d
Back Forward  Refresh Actions Tick Allocate Assign File Read Print Active  Find ConMgr  View
Incoming Mail =
Patients ] Peasgood, Emest ‘ ‘ Type ‘ Fe | Date | Staft | Patient ‘ Action/Subject ‘ Copy | From ‘ Message Referen.. ‘1
Staff I Actions ‘ BLOOD 05/02/2007 11:59 Burton, David Haddock, Mary N Dept of Haematalo
Al G, Al el x Citrate O 05/02/2007 1... Hill, Alison  Peasgood. Emnest RiFebsketppeirt-No  BIOCHEMISTRY...
+ S (33 3 Citrate O 05/02/2007 1__. Hil i Peasgood. Ernest No BIOCHEMISTRY ...
= 23 Incoming Mail — |g BLOOD [m] 05/02720071... H i Haddock, Mary Result OK No Dept.of Haemat... =
= & Unallocated Mail g EDTA [m] 0570272007 1. Hill, Alison Haddock, Mary Collect Script No RHUD2. Biochem...
«-( Read SERUM 05/02/2007 11:55 H‘”‘ﬁ‘fﬁﬁxﬁtlﬁ Facey. Patricia Infarm Mext Of Kin Mo Chemical Fathalog...
w & Bums, Jayne URINE 0570272007 11:55 Hill. Alisan Eames, Paul Ft To Make Appoint.. No Chemical Patholog [
« % Burtan David 49 ]
# & Chesnut Eileen
+- & Corbett Gay
- & Cotton, Kathering
«- & Dietician. Whpcs Add New Action...
= & Doctor, Oop
S B Pt o C onplete Actlon B_y Action : Set B : Completed|
= 4 Gantley, Olive I~ edit Receptionists Collect Script Dr Alison Hill |15/02/2007
=& Green, Jeff
= & Halton Linda
=& Hill. Alison
a3 Unread
+-(1 Read
Mail Manager 1 Result i Action tab
Click on the box next
to edit to complete
an action; or click on
edit if you want to
update the action (eg
phoned patient but
they were out) or
complete it
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Header tab

The Header tab shows General details about the message: the description, the type
of message, the date and time cr eated, transactions, and the unique message
reference number.

MCD Details

General

General Details

Meszage Header IAudit |

Header tab

Audit tab
This displays the audit

trail for this message.

£ Dr Alison Hill - Mail Manager
Umd Fiter Message View Tools Hep
& hd w 0 + ] El =)

5 ok H

Back | Forward | Refresh Actons | Tick | Alocate | Assgn | Fie | Read | T Atve Fnd  ConMgr View
Incoming Mail -
Patients | Peasgood Emest | [ Type [Re_ [Dats | stett [ Patiant [ Action/Subject [ Copy [ From | Message Referen.. [~
Staft Adons | Serum T 05/02/2007 1. Hill Alison _ Lake, John No  RHUOZBiochem..
<o SERUM [ 05/02/20071... Burton. David Haddock Mary  PtTo Make App.. No  Chemical Pathol... =
Alttizs Al | Serum O] 05/02/2007 1. Burton. David Peasgood. Emest Pt To Make App.. No  RHUD2.Biochem...
# Siaff(33) a Serum 05/02/2007 1206 Button Dawid  Peasgood, Emest Mo RHUDZBiochemistr
‘3 Incoming Mail Serum 05/02/2007 12:05 Burion, Dawid ~ Pessgoad, Emest No  RHUDZBiochemistr
# Unallocated Mail Serum [ 05/02/2007 1. Burton. David Peasgood. Ermest No Action Requi.. No  RHUDZ.Biochem._.
B Read SERUM 05/02/2007 12:04 Hill, Alison Kamran, Joseph No Chemical Pathalog.
# Bums, Jayne p— =
# Burton, David < E
# Chesnut Eileen
# Corbett Gay A
# Cofton, Kathering o o =
# Dictcian, Whpcs d
$ Detcinw Audit Trail
# Duncan, Sancra.
# Fothering, Fay
# Gantley, Olive
# Green, Jeff
# Haltan. Linda -
# Hill. Alison 18/10/2007| IDr Alison -
& Unioadt 14:11:22 2 il |Assigned to Ms Mary Haddock
(3 Read : : 5
# Hill Gail 18/10/2007, 4 b [Dr Alison |Action (Pt To Make Appointment) for
: T“:E'«E Fiona, 11:49:59 [Hill [Receptionists added. Copy (119) Created
- Jatta, Barry -
- & Kimble, Jane 18/10/2007| IDr Alison q
- & Martin, Amanda 11:49 4 2 THI Viewed
# Mason, Dorathy - . -
+ Meallister. John 09/10/2007, IDr Alison .
# Painter. Fiyon 10:53 4 2 il Viewed
# Parsons, Pauline - L
# Fanars Jamn 09/10/2007 Dr Alison | .
# Scanned, Letiers i 14 12 . Viewed
# Smith, Alan 09:48 [Hill
# Smih Lindosy 05/02/2007, [Patholo; s .
# Smith, Sheila . 1 2 4 [Requestor identified as David Burton
# System Supenvisor, System 12:06 |AutoLoader|
B Traner Tna 05/02/2007 Dr Alison
# White, Anne 4 12 . IAdded to Message Queue
# ‘i el 12:06:41 Hill geQ
# ‘Winter. Stella - : b |
(3 Outgoing Mail 05/02/2007 o | AutoLoader! Message loaded using PathxMCD.xsl version A
# Unallocated Mail 17204 1.0 20/09/20072 ]
w0 & Bums,J
B Buna.doume ) N ] vl
Mail Manager 1 Result T Audit tab
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Patients tab

The Patients tab in the left
within the filter selection.
Patients tab and it is the default view for a non

-hand Folder List pane lists the patients with messages
Receptionists will most likely work primarily from the
-clinician.

If you right click on a message under the Message List view, and select

View Messages  for Patient |, this switches to the individual Patient

tab, headed with the patient’ s name. Clicking on Incoming Mail on the
Folder List shows all the messages for this patient. This is, therefore, a

quick way to toggle between the all messages, or the patient's current
messages (¢ lick on Patients tab).

& P I R S I G .« 4 A @O

Back Forward Refresh Actions Tick Allocate File Print Active  Fnd ConMgr View
Incoming Mail -

Staff | | [ [ [staws |Type ‘ Fe ‘ Date ‘ Staff | Patient |Aminn/5ub]em ‘ Capy | From
Patients Haddock, Many 1 [m] Available for filing  SERUM [ 05/02/2007 1... Receptionists Haddock. Mary Pt To Make App... Action Chemical Pal
= m] Available for filing SERUM [m] 05/02/2007 1_. Burton. David Haddock. Mary Pt To Make App... No Chemical Pal
. Filed EDTA m) 05/02/2007 1_. Burton, David Haddock, Mary No RHUD2,Bioct
= 3 Incoming st O £ Available forfiling  BLOOD Ol 057022007 1... Receptionists Haddock, Mary  Result OK Action Dept.of Haen
=-E3 Um.read m) ] Available forfiling  BLOOD [m] 05/02/2007 1. Receptionists Haddock. Mary  Inform Next Of Kin Action Dept.of Haen
0 Outgoing Mil m] £ Available forfiling  BLOOD O 057022007 1... Receptionists Haddock, Mary  Dr To Contact P... Action Dept.of Haen
[ % & Available forfiing EDTA [m] 0570272007 1_. Receptionists Haddock, Mary Collect Script Action RHUD2, Bioct
[m) &) Available for filing  BLOOD [0 0570272007 1... Hill. Alison Haddock. Mary  Result OK No Dept.of Haen
m] ¥ & Available for filing EDTA m] 05/02/2007 1. Hill. Alison Haddock. Mary Collect Script No RHUD2 Bioct
1281x712
4 L)
kS Ser TSH(Read) | ENTAllInraad) |

Request: Ser TSH
[ Observations

Laboratory Report
Sender: RHUOZ,Bicchemistry

Siechemistry *Sexum TSH level” 0.400 iwL (0.300 - 5.000)
Recipienc: _

a : "Serum fres T4 level® 10.0 pmel/L

squestor:

Date- 0470873005 "Full blood count - FEC*

Report ID: wmll01S/BEZESS47H(EDI | [[y “Hsemoglobin estimation” 12.0 g/dl (12.7 - 16.4)

Crder ID:
Patient: Haddock Mary; DOB: 29/01/1937;
NHS No.: HADDZ30137

Comments:

Free-text (comment] fla
Fres-text (comment) #lb

"Total white cell count” 6.0 10%3/L

& "Platelet count” 800 10+8/L (140 - 240)
[[h “Momocyte count”

Free-text (result) #2

"Red blood cell (RBC) count”

-2 Free Text and Further Information
56 Spenser AvenueClecpolisCornwall
[[3 “Mesn corpusculazr volume (MCV)"

Free-text (result) £2

"Mean corpusc. haemoglobin (MCH)" 28.0 pg (27.0 - 32.0)

Mail Manager 1 Patient tab highl ighted

F-[ Incarming kai
I:l Jnazsigned Mail
EII:l Robert Dewar 22/08/19327
----- £ Urread
E1-Z1 Fead
EI[:l Discharge Surmany
~[Z7 Test Results
‘o[ General Mai
Black 1604,

B-[23 Outgoing il

Example of Incoming Mail I Patient selected

>

Use the Find or F3  facility e to look for the patient . You can bring

that patient's messages up on the Individual patient tab. Because you
can apply different filters to each view - for instance, the last week's
messages on the Patients tab, and all mail on the Individual patient's
view, this is, therefore, a quick
current® messageagesand al |l me s s

way
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e Onthe Patientstab , start typing the patient's surname and
forename, e.g. smjo for Smith John. If a single patient matches the
typed characters then this patient will be selected with no further user

interaction. If more than one patient is matched then a list box will be
populated with the details of the matched patients for the user to
choose.

Note: Even if you list all the messages for a patient, you may not have the
right to view their message detalils.

For example, patient Rita Cooper has two messages about her - atest result
addressed to Dr Norris, and a Day Hospital Attendance Report addressed to Dr Arthur
Bailey. Dr Norris does not have rights to access Dr Bailey's mail, so when he clicks on
the Patients tab and lists Rita Cooper's two messages, he can view the details of the
test result message, but not the details of Dr Bailey's message (only the Actions tab

is shown in the Message Details pane).
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Processing messages

There are various ways of processing results within Mail Manager , you can :

e Use the right click context  -sensitive menu options.

e Use the menus or icons from the menu and toolbar at the top of
the screen.

e Double click on a result which takes you through all the functions in

turn.

=2 Dr Alison Hill - Mail Manager

Fie Fiter Message View Tools Help
@« % @A B _C .4 % B . & b 4B
Back Forward  Refresh Actions Tick Allocate Assign File Active  Find ConMgr View
Hill. Alison
Patients I Mo current Fatient | I | | Status |Type | Re.. | Date © | Staff | Pati
Staff | Actions | ] £ Available for filing SERUM O 050272007 1... Hill. Alison Jact
] hd Partially filed Citrate 0540272007 1. Alison Pea
All detes. All Mail x| 0o v 0540272007 1. Alison Pea
----- £ Staff (25) Ao w
Incoming Mail . 0o v 05/02;2007 1 Alison Fact
Unallocated Mail [m] v 0570272007 1. Alison Eam
Fothering, Fay O 0540272007 1. Alison Dad
Gantley, Olive 0 ¥ @&aAvailabl 05/02/2007 1. Alison  Cain
& Green. Jeft O v & Availabl i 05/02/2007 1. Alison Bacl
# Halton. Linda o Re-Alocate... 05/02/2007 1. Alison  Rac
=& Hill, Alison = 05/02/2007 1... Alison Edd
[ Unread =] ) 14/04/2003 1413 Hill, Alison Zzab
1 Read Re-Assign...
Hill. Gail <4
Hither, Fiona Fie Al
File Abnormal

Jatta, Barry <

Kimhle, Jane
hartin, Amnanda

Laboratory R

Consider Fiing Complete
Sender: RHUOZ Ed n

tequest: Ser TSH
Ibservations

Smith, Alan
Smith, Lindsay
Smith, Sheila
System Supervisar, Sy
Tranter, Tina
& White, Anne
& Wilson, Danielle
- & Winter, Stella
Outgoing Mail
Unallocated Mail
Fothering, Fay

Y
&
&
&
*
*
*
*
# Parsons, Pauline
&
&
&
&
Y
*
*

Comments:

[ Free Text and
56 Spenser Ave

Mail Manager

Message

View messages for Patient

Patient Details

Print... Ctrl+P

Archiving 4

Consultation Manager

Masan, Darathy 219“‘5“‘15“3’ "Serum TSH level™ 0.400 iu/L (0.30
5
Meallister. Jahn ecipient- "Serum free T4 lewel™ 10.0 pmol/L
Requestor:
Painter, Fyan Date: 04/06/2 "Full blood count - FEC"
Report ID: xm “Haemoglebin estimstion” 13.0 g/dL
Roberts, John Order ID: Fres—text (comment) #la
Scanned, Letters Patienc: Hadd 1a Free-text (comment) #1b
NHS No.: HAD "Total white cell count” 6.0 10+3/I

"Platelet count™ €00 10%3/L (140 =
"Monocyte count"
Free-text (result) #2

"Red blocd cell (RBC) count”

"Mean corpuscular volume (MCV)™
Free—text (result) 3

"Mean corpusc. haemoglebin(MCH)" ZzE

i Result right click menu

Vision 3 Mail Manager
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Processing results in five steps

The following five steps show how each result should be processed. You can also
process more than one message at a time (see Ticked Option T Processing Multiple
Messages page 29).

1. Allocate the result to a user if necessary

Messages are automatically allocated to the patie
intended recipient does not have access to Mail Manager. If there is no usual

GP, messages are deemed unallocated and should be processed in the usual

manner. Unallocated mail is list ed under the Unallocated Mail folder in the

left -hand Folder List. The result is unallocated because it has not been

allocated to a GP or nurse in your practice. Right click on the result, select

Allocate and select the correct GP or nurse. If you view am essage which has

been assigned to an inactive, immediately necessary, or expired temporary

resident patient, you are prompted with: AWarning

toan i nactive patient. o

Mail Manager §|

" E Wiarning: this message is assigned to an inactive patient.
[

Ok

Inactive Patient warning message

2. Assign the result to a patien t if asterisked
Unassigned results do not match to a patient in your practice list. They have
. ) =Jones, Pat . .
an asterisk by their name, for example: Right click on result,

select Assign and select the correct patient.
3. File or mark as filing complete

e Either completely file the result - right click on result and select File
All .

e Or partially file the message if pathology, (e.g. right click on message,
and select File Abnormal ) AND mark the resultas  Consider Filing
Complete . Note, there are other wayst o partially file a pathology result
- right click on a result line in Message Details pane on the Pathology
tab and select either  File Result Immediately , or File with Edit

e Alternatively, if no filing is required, mark the resultas  Consider
Filing Comple te.

4. Mark the result as read.

Right click on result, select Mark as Read . Remember that for multi -tabbed
pathology messages, you MUST read each tab before the message can be
marked as read.
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5. Then action if required:
e Either add one or more actions

e Orifno actionisrequired, you are ableto mark the result as complete
using the Mark as Complete option. Although, for audit purposes we
recommend that you always add an action even if you immediately
complete it.

Note: Points 1 -3 are normally carried out by administrative staff and Points
4 and 5 are normally dealt with by clinicians.

Message Status
A Pathology result is always in one of three basic states:

e Active - the result has not been filed and actioned.
e Complete (or Inactive) - the result has been filed and actioned.

e Archived - the result has been archived, either manually or via the
bulk archiving function.

Note: Results for patients that are transferred out will still Autofile and
appear in Mail Manager for actioning. When the new practice request the
patient record the result will be sent as part of the GP2GP message

Ticked Option i Processing Multiple Messages

Within Mail Manager, you are able to apply the following processes to multiple
messages at the same time. Thisi s done from File 7 Ticked or by selecting Ticked
from the relevant icon on the toolbar.

i‘ Ticked Allocate. ..

Allocate  Highlighted » [IE REAd

r

e Action e Mark as read

e Allocate e Consider filing complete

e Assign e Print

e File All /File Abnormal e Recover from Archive (from

Archive View)

Note: You should use the bulk  action facility with caution and restrict it to
messages that have been read. Adding a bulk action does NOT itself mark a
message as read. There is a clinical risk of actioning items that have not

even been viewed, let alone, read.
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Select the required e

me ssages by ticking the
select boxes next to them

o

1
i = : | Available for filing 24H_URINE [
or using the Tick icon el vailable for filing SERUM O 1
) dlg - wailable for filing FLUORIDE+EDTA O 1
Tick O L4 wailable for filing SERUM O 1
O SERUM O 1
O Serum 1
Click on File T Ticked
and select the required GIEM Filker Message View Tools Help
. . Archive.., a —1 i i
function you would like to e actions s
perform on the selected Find Patient. .. F3 al
ocate.. .
results. pssi
Maintenance s=an... A
) File 2l ]
s R
* Staff [33] onsider Fiing Complete I
=123 Incoming Mai Mark as Read
+ f Unallocated Mail :
- f Bath, Lindsay !
+- [ Urread Print
+-[(] Read o !
+- § Bums,Jayne Tick all Crlea |l
+-f Burton, David Untick Al Chrl+
¥ & Chesnt Fileen T
3. Inthis example, we have iAot doon &
chosen to Action the two Lt
ticked messages, so you ot
will be taken to the Action o
Screen to Select the 5;!:: IIJIDswdEurtnn 2112007
Action and the person o | etz
who should carry out the
action.
Action by [Receptionists =] Confidentiat. [~
Status: | Newly Actioned ~| Complete: [
Cancel
4. Once the required process Mail Manager,

has been performed on
the ticked messages, you
will be prompted  with a
confirmation that the
selected bulk action

process has been

completed.

.
4‘) Ticked - Allocate messages completed.

5. On clicking OK, the ticked messages will then be refreshed with the selected

changes.

Note: If you have marked messages for bulk processing using the tick

boxes, the function s on the right click menu will work only for the

highlighted message.  To bulk process, use the File T Ticked option or the
relevant icons on the toolbar.
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Unal

located Mail

What is Unallocated Mail?

Unallocated mail is a result which does not match

to a staff member

; either , because

their name has been misspelt or there is no valid staff recipient to receive the result.

Mail Manager , by default , will al | ocat e

== br Aliso

n Hill - Mail Manager

mai |

to

t he

pat.i

2 Filter

&
Back

7 Forward | Refresh

View Took Help

= O

Tick

~ &
Active  Find

Unallocated Mail

Patients |
Staff

No curentPatient | [_| [ [Status

[Type

[Re

[ Dae [ statt

[ Patient

| Action/Subject

Copy | Fram

‘ Actions

£ Available for filing
=

Serum

# Staff(z!

All dates. All Mail x

= (3 Incoming Mail
we &

oooo

5)

ilable for filing
Auto filing requested OOH Report Me....
Auto filing requested Out of Hours Re...

SERUM

Mail Manager

[m}
[m}
[m}
[m}

0570272007 1...
05/02/2007 1...
1440472003 1.
1440472003 1.

~Ajai-Ajagbe ...

T Unallocated|Mail

Lake, John
Kamran, Joseph
*Epoc. Stephan
~Jones. Pat

No
No
No
No

Wh 'y

If there is a blank space in the Staff column or a misspelt GP or
nurseds name with an asterisk *, the
click on the message line, select Allocate , and select the correct
recipient.
Note: A result does not need to be allocated to a particular user before it
can be processed.
canodot | see any wunallocated mai l
Any staff member can be given rights to view and action Unallocated Mail. We
strongly advise that at least one, if not two, staff members can access Unallocated

Mail and deal with them on a daily basis.

How do | allocate a result?
To allocate an unallocated result

1. Right click on the unallocated result in the top right Result List

Chemical Pathol...
NHS Direct Wes_..
NHS Direct Wes_..

2. Select Allocate.

3. This displays the Allocate Message to Staff screen.

4. Select a staff member

5. Click OK.
_ioix
Surname I Forename I Title I Mremaonic I Role
Bath Lindzay Mrz LE Health “izitar
Burnz Jayne bdrz JB Community Murge
Burtan D avid Cr [l Partner
Chesrut Eileen Mrs ELC Health Wisitor
Corbett G &l
Cotton - . Select a member
Ditivian of staff. Then
Dioctar .
Duncan Click OK.
Fathering
[y

|
Vision 3 Mail Manager
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Allocate Message to Staff screen

Allocating Mail to Inactive Staff
If a member of staff does not have rights to Mail Manager (either because they have

been inactivated,

Manager removed), you are not able to allocate messages to their
not be available for selection from the Allocate Message to Staff screen.

as a Vision user or they have had their Security rights to Mail

Mailbox,

as it will

_ @ L% @ B o048 B .G .« & 4 B
In th|s example, Back Forward  Refresh Actions Tick Allocate Assign File Print Active Find  ConMgr  VYiew
Allison Hill does Incoming Mail

Patients | Mo curent Patient ] | | | Status | Type | Read ‘ Date
nOt have any Staff ] Actions ] O Auto Filing requested O0H Report Message [ | 1470472003 14
I’IghtS to Mail e A = |0 Filed Discharge Summary  []  14/04/2003 14
O Auto filing requested Out of Hours Report [ 1470472003 14
Manager. % IS‘a” [ZE]M ! 2O ] Available for filing Pathology Message []  19/03/2003 12
] hcoming Mai
Although She 4 Unallacated Mail
h M Ib + Fothering, Fay
as a al OX, + Gartley, Olive
+ Green, Jeft
you can see that ! i
+ Hill, Aligan
she cannot be /,: :ﬁ:m__| - .
selected for o & Hier Fions
+ Jatta, Barry |
Kimble, J
message : MI;nrti: A::;Enda Suiname Forename Title Mnemanic Fole -~
a”ocat|on from \\1 Masor. Darathy Doctor Dgp Dr 00H Commerc_lgIDenutlsl..
a lister, Johin Gartlep Olive Mrs oG Health igitor
the Allocate . Painter . Green Jeff Dr JG Assistant
P . Pl Halton Linda Mz LH Health Visitor
Message tO + Halhsnns,J ahu ne Hil Gail Mrs GH Comrnupity Murse
+ oberts, John M azon Dorathy Mrs DM Physiotherapist
Staff screen. + Seanned, Letters b callister John Dr Jid Partner =
H Smith, Alan Painter Fhyon M3 FP Practice Murse
ks Smith, Lindsay Scanned Letters Ms sL Secretany o
+ Srith, Sheila "“ —— oo L ) o T =
+- & System Supervisor. Syst | - 2
+ Tranter, Tina l:l Cancel
+] ‘white, Anne
+ ‘wilson, Danielle ALVERSTORE Hechatoorit
+ “winter, Stella ‘ ‘ GOSPORT H Xl‘{ean corpusoy
=I-[771 Qutooina Mai HANTS Mezw ~avmiren
Why candét | allocate unallocated mail

Itis only possible to allocate results to which you have rights. If you do not have
rights to see this person's mail, you will be prompted with the following message:

Mail Manager

‘au will have insufficient rights ko view this message once it has been Allacated to Ms Fay Fotheting

N7

Do you wish to continue.

[

X

Rights to view mail
(see Quick Reference to Pathology Setup by System Managers).

Ove

al |

Mail Manager Insufficient rights message

are setupin Control Panel

ocated

ma i

but

The result is allocated to the staff member you select.
to view that staff me

- Mail Maintenance

canot

- Staff Access

see t

h e

If you have insufficient rights
mber's mail, the result details will not be shown in the bottom
pane. When the screen next refreshes, the result will disappear from your in

-tray.
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Can | allocate mail to a group, rather than an individual?

You cannot allocate an original pathology resultto a group - it must be allocated to
an individual.  Only copies of results and actions can be allocated to a group.

How do | Reallocate Mail?

Mail can be reallocated to another staff member at any time. Reallocation can only be
performed bythecur rent O6owner 6 of Atdpied resalicannotltee m.
reallocated. To reallocate:

1. Right click on the result and

ov Filed Serum cholesterol [ 1670472007
O % v[iE) Available © - — B 60472007
select reallocate. B  [orsianor
[0 % [ Filed Alerts v (670472007
Allorate. .
K ——
e AASSIONL
< Fa-fizaign... holestero
Laboratory Bep - o) st Serum
Sender: Dept i Al s
The Big Hosp: AP Zerun; &
Lo DA Consider Filing Complete v mere
2. Choose the individual or group —
you would like and click OK. Sumame Forename Title Mnemanic | Rale R
Bath Lindsay hrs LB Health Wisitor
Buns Jayme Mis B Community Nurse
Chesnut Eileen hrs EC Health Wisitor |
Corbett Gay Mrs GC Other Health Care P
Catton Katherine Mrs ke Community Nurse
Dietician Wwhpcs Ms ot Dietician
Doctar Oop o 00H Commercisl Depulis..
Duncan Sandra Mrs 5D Practice Murse
Fothering Fay Ms FF Secretary
Gantley Olive Mrs 06 HeakhViskor E
e ¥ n. I fosniion
0K | Concel | Unalocae |
e Once aresult has been reallocated, it will disappear from the
previous o wn e nnstmy and appear in the new owne nnstmy.

e Reallocation automatically resets the status of the result to
unread?d.

e All reallocations are audited.
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Unassigned Patients

What are unassigned patients?

Unassigned patients are the messages whose details have not matched to a patient

in your system.  This could be due to a spelling mistake by the lab, a change of name

since the test was sent to the lab or because the patient is not on your system.  The
patient details criteria is based primarily on Surname and Forename, but will take

into account Sex, Date of Birth and NHS No, where provided.

E = Dr Alison Hill - Mail Manager

Hiter View Tools Help

.- . O . . ot

Back Forward  Refresh Tick Active  Find
Incoming Mail

Fatients | Ma curment Patient I | ‘ | Status ‘ Type | Re... | Date | Staff | Patient ‘ Action/<

Staff 1 Actions I [m] Auto filing requested OOH Report Me... [J 1470472003 1. *Epoc, Stephan
- 1100 Auto filing requested Out of Hours Re... [ 1470472003 1... =Jones, Pat

All dates, UnAssigned x

& Staft(25)
SRS Incoming Mail

+ § Unallocated Mail
+ % Fothering, Fay
+ & Gantley, Olive
o4 Green Jeff

+ & Haltan, Linca

= % Hill. Alison

o Hil Gail
Mail Manager 1 Unassigned Patients
Note: Results for patients that are transferred out will still Autofile and
appear in Mail Manager for processing. When the new practice request the

patient record the result will be sent as part of the GP2GP message.

How do | find unassigned patients?
Either look down the patient column for patient names with an asterisk

=Jonez, Pat

Or from the Filter menu, select Unassigned and a suitable date period such as All
Dates.

o - -
e Mr System System Supervisor - Mail

File | Filter Message Wiew Tools Help

Staff o
Al dates Actions
2 days
w 1 wesk [ — |
2 weeks |

—— 1 month
Range:

To view
unassigned
patients, Click
on Filter then
select
Unassigned.

MI
Flagged

é---E v All Mail
[
[
|

Qutstanding Action

Mail Manager 1 Filter Menu
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Why do | need to assigh unassigned patients?
Messages about unassigned patients will not file into Consultation Manager.

to match them up with the right patient on your database so the message will be

filed in their patient record.

How do | assign a patient?

To assign a patient:

1. Rightclick on
result. Select
Assign.

2. The Assign Patient
screen is displayed
with a list of
possible matches to
the Vision patient
register in the
bottom pane.

3. You have two options:

Fle Fter Message View

4= = [
Back

2}

T Forward | Refresh Actons

Unallocated Mail

(]
Tick

S R
Alocate

L & . o~
Assign Print

Active

You need

28 Dr Alison Hill - Mail Manager

Tools  Help

K (=]
Find View

Patients

| Mo curent Petient |
Statft |

Actions

+ Steff (25) -
=3 Incorming Mail
o &

+ & Fothering. Fay
w4 Gantley, Olive
# & Green, Jeff
« & Halton. Linda
w & Hill. Alison
o & Hill Gail
+ & Hither, Fiona
W & Jata Barry
o & Kimble, Jane
+ & Mantin, Amanda
+ & Mason, Dorothy
& Meallister, John
& Paintar. Fiyon
+ & Parsons, Pauline
+ 4 Foberts, John
v & Scannad, Letters
o & Smith, Alan
+ % Smith, Lindsay
# & Smith, Sheila
+ & Syslem Supenisor, Sy
w & Tramer. Tina
= & White, Anne
& Wilson, Daniells
W & Winter, Stella

= (23 Outgoing Mail
+ 4 Unallocated Mail
w & Fothering, Fay
w & Ganlley. Olive

B pssign Patient

14/04/2003 Out of Hours Report

Message Fatient Detals

Adastra Software Lid

4 The Eurogate Business Park
ASHFORD

TH24 B5B

Possible Matches:

[T 1 status

[ stait | Fatient

All dates, UnAssigned x|

Auto filing requested OOH Repart Me._. [
Auto filing requested Out of H-w-~ i~ =

[ Type | Re. | Date
1470472003 1.
Actions. -
Merts.
Allocate...
Assign...

Tel No:
Priority:

Call number:
Patient's Name:
Date of birth:
Address:

Received:
Advised:

Sumame: Jones Forename: Pat Date of Bith: 1441041972
MHS Number; <HONE> Sex : Female

Mark as Read

103
Pat
14-
Adi
4T
AS]
Kel
012
Pri
17:4
17:5v

Message

Print...

“Epoc. Stephan
R *Jones, Pat

v

Incident Report

Receive Date

Gender:

Ctri+P

Call Origin:
Calltype:
Passed:
Arrived PCC

Surname Forename: DoB NHS Mumber | Sex Registration Status Match ~
Jones Peter 02/11/1887 JOMEZ1186 tale Tiansfemed Out Surname, Initial =
Jores Peter Alan 22/05/1952 JOMEZ20551  Mals Private Surnarme. [nitial
Jones Jopce 11/01A1912 JONETI0111 Female  Temporary Resident < 16 days Sumname
Jones Joyoe 21/03/1814 JOMEZ10813  Female  Transfered Out Sumname
Jores Jopce 25/02/1920 JOMEZ50219  Female  Transfemed Out Surnarne:

Jones Jopce 18/11/1926 JOME181125  Female  Temporary Resident < 16 days Sumname

Jones Joyoe 25/04/1823 JOMEZ2E0428  Female  Transfered Out Sumname

Jores Jopce 01/08/1932 JOMETD831 Female  Pemanent Surnarne:

Jones Jopce 1171041933 JONET11032  Female  Transfemed Out Sumname

lomes [ FUMEACLT INNFPINFLY  Female  Pemmanent  Gumame I )
Select ., .

e Either a patient may be selected from the list of possible matches,

e Or this list may be ignored and the normal Vision Patient Select
dialog brought up by pressing

Select

Click OK once the required patient has been selected.
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What should | do if aresult cannot be assigned to a patient?
If you cannot assign a result to a patient (i.e. if the patient is not registered) then
you can remove the result.
1. Right click on the result and select the Print option. You can then inform the
resul t sender with a printed copy that this is not your patient.

Fie Fiter Message View Took Hep

L - [ R . . E= B ok B
Back Forward Refresh  Actions Tick. Alocate Assign Print Active Fnd View
e = [Type [Fe [Dae [t [Faient
‘Auto filing requested OOH Report Me... 14/04/2003 1., *Epoc, Stephan
TO prlnt a Auto filing requested Oulnll-'““;,:".’b‘"s = AAIBAIBAND 3 N *Jonas, Pat
Aerts. 4
copy of the =
message.
Right click on e
the message,
select Print To mark the
—_— Incident Report
i : :‘,:';:g:;,ma Call numbeN Mark a5 Read Receive Date message as
+ #& Foberts, John Patient's Na \ H
b B S s Paient's Narn ! — e read. Right
5 : Smith, Uindsay Address: g Messaoe CIiCk on the
1 S k
: §:” N message,
i :m':;z;:?f“s Tel No: print.. ot Call Origin: select Mark
= [ Outgaing Mail Priority: Calltype:
£} prosoccied ai Received: 17:¢ Passed: as read.
" 3 Ganliy. Ciive Advised: 17:5u Arrived PCC
2. Right click on the result and select Mark as Read.
3. Next, right click again on the result and select Archiving , then select
Archive
Print... Ctrl+P
Achive g
4. When prompted with the following result, click Yes for the result to be stored

in the system archive.

Mail Manager

9 ) Date: 14/04/2003 14:13
“:/ Staff:
Patient: *Epoc, Stephan
Type: OOH Report Message
From: NHS Direct West London
Message Reference:

Do you wish this message to be archived.

Yes | No |
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Marking messages as Read

Unread messages are in bold text and lose their bold formatting once read

A message will not be considered as complete until it has been marked as read.
Ideally, messages should be marked as read by a clinician and not an admin staff.

There ar e various ways to mark a message as having been read

e Automatically marking items as read as soon as they are displayed

in the details pane, or at least within 5 seconds, (we do not
recommend this as an option for admin staff) . You can vary the
optionsin Tools - Options (see page 14). On the Messages tab,
under Reading messages, check the box Mark message read
after displaying for [n] seconds [5 -60] - the defaultis 5
seconds if this option is checked, but the time period can be

changed, anything up to 60 seconds. If the highlight is on a

message in Message List view (so that the details of the message
are displayed i n the bottom Message Details pane), and remains
there for that period of time, the message line is read, and the line
loses its bold formatting.

e Manually mark a message as read by ticking in the check box in the
Read column on the Message List view. You can leave the default
unchecked in Tools - Options.

¢ Right click on a message and select Mark as Read
e Mark a number of messages as read by ticking (see page 29).

If you have marked a message as read, and want to unmark it, right click on the
message and select Mark as UnRead.

Once a message has been read, it loses its bold formatting.

Once a message has been read and any actions on it completed, the message is no
longer considered active. To view it, you would need to make sure you have the All

A Fe
- L
. . Active
icon Al displayed on the toolbar, and not the Y€ icon.

Note: Multi -tabbed messages, particularly pathology results, need to be
viewed on EACH tab before the message is marked as read. Remember, too,
that adding an action to a message does not mark it has read.
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Assigning patients

An assigned message is matched to a patient in the register.  An unassigned message
cannot be matched to a patient and has to be either assigned manually, or deleted

(both right click options). Unassigned messages have a small cross by the patient's

name on the Message List view.

*Jonesz, Pat

To find unassigned mail
On the folder list, expand the tree immediately below Incoming Malil. Unallocated and
unassigned mail is listed BEFORE your own mail messages.

Click on the Filter menu option and select Unassigned to list just those messages
which are unassigned.

== Mail Manager
UFil=  Filker Views Tools Help

&= =

- -

Back Forward Refresh

Unassigned Mail

Staff l Actions ] Patientz ] Mo current Fatient ]
All dates. All Mail x

—-[_3 Incoming b ail s
—-[_ Unallocated b ail
=[] Unread
—-[Z3 Out of Hours Report
ed hdail

=27 Hill, Alison
21057 Bead

Mail Manager 7 Unassigned Mail

Rights to Assign Mail

From the Staff tab, yo  u may assign patients to all the messages you can see. This is,
at very least, messages addressed to you but not including copied messages. It also
includes other user6s mai | Itthds medel, undllocgted mailhave ri ghts.
(mail not matched to a GP) is classified as another user. It will be common that GPs
have rights to their own mail and unallocated mail.

However, if a user has no rights to assign a patient:

e When attempting to file an unassigned message, the filing
operation is disabled.

e If adding an action which will benefit from having an assigned
patient (for example, Requesting that an appointment be made),
the option to assign a patient is not given but the user is warned
that the patient is unassigned. The action will proceed.

e You are n ot able to link to another module e.g. Appointments or
Consultation Manager, if the patient is unassigned.
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Assigning a patient
1. Where it is valid to assign a patient to a message, you can:

Either chose Message - Assign from the main menu,

Or right -mouse click on an unassigned patient and select Assign

then select ticked.

Or tick the check box on the left -hand column of the Message List
Assign )

View, and click onthe  Assign icon , then ticked.

¥ .

Assign

Or highlight the message by clicking on it then select and

Highlig hted.

Or assign patient to message when you attempt to file, add an
action or link to another module such as Consultation Manager.

or click on Filter and select Unassigned, to display just unassigned

[

messages. Click on Tick and select Tick All. ~ This s elects all

messages and places ticks in the left -hand check boxes on the
Message List view. Untick any you do not want assigned. Then

¥ .

Assign

select Assign by icon then Ticked - Assign.

2. The Assign Patient screen is displayed. The original message patie nt details
are shown in the top pane.

3. Alist of possible matches to the Vision patient register is shown in the bottom
pane. This is based primarily on Surname and Forename, but will take into
account Sex, Date of Birth and NHS No, where provided. Note th e Match
column on the right. The list is ranked by possible matches as follows:

There is a match on NHS number. This matching always appears
first in the list. If there is a match on NHS number and all the other
fields, then you are warned when selecting a nother patient and
strongly discouraged from doing so.

There is a good match (at least the first two characters) on
Surname and Forename and an exact match for both sex and date
of birth.

There is an exact match on date of birth.

There is a good match (at least the first two characters) on
Surname and Forename and an exact match for one or either of
sex and date of birth.

There is a good match (at least the first two characters) on
Surname and Forename.

There is a good match (at least the first two characte rs) on
Surname.

4. The columns can be sorted (click on the column header, e.g. Sex, Surname)
so if, for instance, you are sure that Olive Beer is female, you can sort the
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6matched on sexd column so as to demote all/l ma |
as possible ma tches.

5. A patient may be selected from the list of possible matches or this list may be
ignored and the normal Vision Patient Select dialog brought up by pressing
Select

6. Click OK.

7. All assignment and reassignment of patients are fully audited.

M fissign Patient

14/04/2003 Out of Hours Feport

Message Patient D etails:

Surname: Jones Forename: Pat Date of Birth: 14101972
MWHS Mumber: {WOME> Sex: Female

Adastra Software Lid

4 The Eurogate Business Park

ASHFORD

TH24 85B

Possible Matches:

Surname Forename DoB MHS Mumber | Sex | Registration Status tatch ~
Jones Feter 0241141987 JOMEZ118E  Male Tranzfered Out Surname, Initial

Jones Feter Alan 22/05/1952 JOMEZZ0551  Male Private Surname, Initial

Jones Joyce 1092 JOMETI011T Female  Temporary Resident < 16 days Sumame

Jones Joyce 21/09/1914 JOMEZ10913  Female  Transfered Out Surname

Jones Joyce 25/02/1920 JOMEZB0219  Female  Transfered Out Sumame

Jones Joyce 18M1/1926 JOMETE1125  Female  Temporary Resident < 16 days Sumame

Jones Joyce 25/04/1929 JOMEZE0428  Female  Transfered Out Surname

Jones Joyce 01/08/1932 JOMNETOE31 Female  Permanent Sumame

Jones Joyce 111041933 JOMET11032  Female  Transfermed Out Sumame

.|<r|nn<' Jnnire MHMNMRAY947T NMF29NRA? Female  Permanent S1irnanne . b

Select . ..

Assign a patient

Re-assign a patient

It is also possible tore  -assign a patient. Select the message then choose either

Message - Re-Assign from the main menu, or right click and select Re-Assign . The
following rules govern the reassignment of a message:

1. Ifthe me ssage or any part of it has been filed to Vision, the reassignment is
not allowed. The only filed status that allow reassignment are invalid for filing,
unfiled or auto -filing requested.

2. If apatient -specific action has been performed (e.g. an appointment made),
then reassignment should be possible but you are shown details of the actions
performed, warned of the consequences of proceeding, and given the option
to cancel.

Note that there are three reasons for the Actioned flag to be set:
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e Anactionhasbee nmade,but not completed e.g. OMask
appointment for t hicsepynuareaiventheoptiom t hi s
to remove the action.

e An action has been made and completed e.g. the appointment has
been made - in this case a stronger warning is given.

e AnO6i mmedi ate actiond has been perfor med.
as switching to Consultation Manager using the patient details. In
this case, no information is recorded in the action list but the
patientés data may have been compromi sed
al ways contains a message to the effect t
may have been recorded against the currently assigned patient on
the basis of this mess ag@gmdfcactioastekistr or pa
An option is provided to invoke Consultation Manager fo r that

patient at this point.

M Assign Patient g@gl

19/03/2003 |Investigation Report
Marcuz, James 07/05/1393

Feaszigning Patient
IMeszage Patient Details:

Surname: Marrero Forename: Antokio Date of Birth: 1441041972
MHS Mumber: <MOME: Sex: Unzpecified

Pozzible b atches:

Surname Forename DaoB MHS Mumber | Sex | Reqistration Status td atch ~
March James 21031919 MARCZI0318 Male Tranzfered Out Tt 3 letters of Surname
March James 0E/03/19681 MARCEDIED  Male Tranzfered Out Tt 3 letters of Surname
Marcus James 18/ A7 MARCIETTE Male Temporary Rezsident < 16 days 13t 3 letters of Surname
Marcus James 18/03/1337 MARCTE03368  Male Permanent Tt 3 letters of Sumname
Marcus James 13/02/1980 MARCIZ0249  Male Fermanent Tt 3 letters of Surname
M arcusz James 07/05/13353 MARCFIRIY  Male Permanent Tt 3 letters of Surname
Mardel James 18/03/1302 MaRD1203M  Male Tranzfered Out Tt 3 letters of Surname
W arietta James 17121925 MARNT1Z224 Male Tranzferad Out Tst 3 letters of Surname
M arietta James 2B/06/1349 MARIZE0E4E  Male Fermanent Tt 3 letters of Surname
hiariﬂlla Jarmss 17MAA97E MARITTNATR Male Transbarrad Mt 1zt 3 lsthars AF Sorkanes . b

Select. ..

Re-assigning a patient
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Adding Actions

How do | add a new action?
Actions can be added to a result to convey information or request a particular action

to be carried out.  An action can be directed at an individual or to a group ( e.g.
receptionists, GPs, nurse  etc).
1. Right click on the relevant result and select Actions
o — L n — m — === — =F — - <M [
ions Tick Allocate Assign File Print Active  Find ConMgr

| | |Status

| Type | Re... | Date | Staft

K EEER

4

Awvailable for fiing EDTA O
Awvailable for filing SERUM O
Partially filed URINE O 0570272007 1. Hill. Alison
Awvailable for filing O

0570272007 1. Hill, Alison
0540272007 1... Hill. Alison

24H.URINE 0540272007 1... Hill. Alison

Alerts *| Mo Action Required L
. n
;Z):c To Cr\(])nt:t;tmeatnent
nform Nex n
Re-Allocate... )
Pt To Make Appointment
Resuft OK at
< Re-Assign... Collect Script
Repeat Test =
File Al See My Notes |
Laboratg  File Abnormal Make Routine Appointment
Sender: ¢  (Consider Fiing Complete I Ubservations
CER]..IISLE iy "Serum lipids”
Recipient O
Pequestor SERUM LIPID REPORT: Please
qu
Date: 09/ o
L P T - - ' -~ "Serum cholesterocl™ &.7 mmc
2. You can either s elect your required action from the Frequent Actions list or

select the Actions option to make a selection from all possible actions

3. Once you have chosen from the action menu the Add Action  form will appear

for you to complete.

The Add Action form must contain as a minimum:

e The action . If you selected a specific Action from the right click
menu, this will be filled in automatically. If you selected the Add
Action option from the right click menu, you can select an action
from the dropdown list.

e Action By i.e. who the action should be completed by (either a
group or individual).

e The action status (this will probably read Newly Actioned by

default).

Note: Please bear in mind that whilst being able to assign an action to a
group of staff is a positive and useful software function, the responsibility of
who is to complete the action is not as explicit as assigning an action to an

individual person.
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Setby - the person
adding the action
and the date the
action was set.

Patient name, address
and contact numbers
are shown here.

Add Action

|

— Contact details:

Date - Thisis
optional - type inthe
expected date of the
action.

Fatient:  Haddock, bary

Contact
wers:

Addrezz: 19 0atland Green, Leeds. LS7 15M

¥

— Add: \

Code - Ifyou
selected a specific
Action from the right
click menu, this will
be filled in
automatically. If
blank, select from the
dropdown list.
Additional actionsc an
also be chosen from
here.

Set by \dr Svatem Syztem Supervizor
\ Date: |

18/04/2007 /

Code: IDr To Contact Patient

j Fatient zpecific: P//

1

Text: |0y To Cantact Patient

=

ol

Action by IGps

Patient Specific - This

box is checked if the action

is patient specific, e.g.

Patientto make an

appointment. Most actions
ATe patient -specific.

Action By - This means
Action to be performed
by, i.e. the person or
group responsible for
carrying out the action.

Action copies can be
marked as either
confidential or non -
confidential.

Confidential - anyone
viewing that action copy
will not be able to see
the right -hand side of

Statuz INEWI_I,I Actioned

J Confidertial [ <
* | LComplete: -

Text - This repeats
the text of the action,
e.g., Ptto make
Appointment . When
the person carrying
out the action returns
to edit the Action
they can also add
free text here.

S\

QK. Cancel /
Status - Select the Complete - This box is unchecked
current status, e.g. until the action is edited and the
initially Newly person carrying out the action
Actioned. checks it.

the message details,
Non -confidential -
anyone viewing that
action copy will be able
to see all of the message
details, including the
Request and
Observations folders.
Such action copies can
be filed.

Vision 3 Mail Manager

43




4. When you have filled in the action form click  OK.

Note: If you selected the Add Action option from the right click menu rather

than a specific frequent action, on clicking OK, you will see the Actions

screen which will display all the actions for this message. Close this screen
to be taken back to the main Mail Manager screen.

5. The action text  will be displayed in the Action column in the main Message
List. A copy of the actioned message  will automatically be sent to the person
or gr oup to whom it is actioned.

| | | Status ‘ Type The SeIeCted action | Patient |Acti0n,f5ubject | Copry ‘ Frorm
A4 vailable for filing EDTA appears here Haddock. Mary Mo RHUDZ Bioche:
¥ 03] Available for filing SERU Facey, Patricia Mo Chemical Patht
w artially filed URINE I 0&5/0Z272007 1. Hill, Alison ames, Paul No Chemical Patht
A4 wailable for filing 24H URINE ] 05740272007 1. Hill. Alison Dad> rah No Chemical Patht
A d SERUM O 0640272007 1___ Hill. Alison Cain, Saral Result OK No Chemical Pathc
v i FLUORIDE+EDTA O 0540242007 1... Hill. Alison Backhouse, Viné®. Mo Chemical Patht
- (=== NI ¥] [} nEn2:2nn7 1 il Alinam Cans Emnrtan [P Chaminal Dath:

Action Free Text in View Mail for Patient

Text added to the Add Action screen in Mail Manager is also displayed in the results
screen in Patient Mailbox in Consultation Manager.

Add Action X

Contact details:
Patient:  Hadland., Maureen
Address: 49 Bury Road, Leeds, 299 577

Contact
Mumbers:

Add:
Set by Dr Caraol Saturn 20/04/2009

Date:

Code: | | Patient specific: [

Text: Fepeat Test - invalid sample

Action by: | j Confidential [
Statuz: |Acti0ned ﬂ Complete: [
oK | Cancel |

M Individual Message

| ‘ Piint | =S Actions... Close | Notes |

< ]
2 Laboratory Report | Actions Outstanding

Aotions Repeat Test: Repeat Test - invalid sample

OutstandingSender: D | EqUESE D erum

HOZ,Dept of Biochem. - Zarum

The Big Hospital Type: Serum; Source: Serum

Long Rd Provider Ref: PEVOOL

Headingley Practice Ref: REQOOL

Oxford Collected: 01/06/2004 01:00

Gary Crigys Received: 02/08/2004 15:30

Gary Griggs Fasting Status: Fasting

0X1 ZAE

Transmission issues:

Ob: ti
RBecipient: Edwund =l servations

[ ¢ “Serum cholesterol® == 7.1 mmol/L (1.0 - 4.3}

Spenser

Pequestor: David Final Result Dated 03/06/2004

Burton 6.0 - 9.9 Prvdr comment

Date: 04/06/2004

Leport ID:

xm10001d. 001274565 [EDT

¥ul0001d]

Order ID:

patient: Haddock,Mary;

DR pa01si937c b >

Pathology | Actions | Header | Audit

Free textin Add Action 1 Mail box in Mail Manager
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Staff Groups

In File Maintenance on Control Panel, a number of special Staff Groups can be
created, which represent groups of staff members, for example, GPs, Nurses,
Physiotherapists, Receptionists, etc.

These Staff Groups are used for two purposes:

e Assigning

actions

. You can assign an action to a Staff Group in
Action by. This will be the primary use of such a group. When a
Patients tab is filtered on an outstanding action, then you will see

outstanding ac tions allocated to you or any group of which you are
a member. This allows an action to be directed to Reception rather

than to a specific receptionist.

e Copying mail .

How do | add more than one action?

Mail Manager allows you to enter one or more actions

be allocated to different individuals or groups.
the same process as adding an action.
shown in the actions tab:

against a message which can

To add more than one action, repeat
All of the actions attached to the message are

Inform Next Of Kin

Mr System System Supervisor

01405/2007

Dr To Contact Patient

Mr System System Supervisor

01405/2007

bk System System Supervisor

P1To Make Appointment

M System System Supervisor

01405/2007

01/05/2007

Pathology Actions | Header | Audit

Mail Manager

I Result 7 Action tab

Note: Actions can also be edited to record the action status which records
the process of the actions

(see page 55).

What should | do if add an action by mistake?

If you add an action to a message by mistake (because you can add multiple actions

in Mail Manager), re
actions. I't i s

-selecting the correct action will result in the message having two

advi sabl

e that a completing
is created in Control Panel; this is normally accessible to System Administrators.

this is selected when you have selected an action by mistake, the action will be

completed and recorded, then you can right click on the message and select anot

action.

KMc st ake8t at
If

her
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How do | check if the messages | have actioned are still outstanding?

You can check if the actions which you have assigned to a message are still
outstanding:

1. Clickonthe Staff tabin o Mr System System Supervisor - Mail Mana

the left hand pane. Fil= Filker | Message Wiew Tools Help

= []

-

kions Tick

Click on the
Staff tab.

Staft |.ﬁ.cti|:|ns| F'atientsl Mo current Patient

Al dates. Og Action x
- Staff [33) - |
Ela Incaming b ail
2. Clickon Filter i File | Filker Message Yiew Tools Help
Outstanding Actions & Steff ?
Barc all dates Ackions
=
Select Filter i 2 days [r—
Outstanding 1 week J |
Actions . Note 2 weeks s |
that you can —— w 1 maonth —
also apply a m Range: X
d
date range. ] (=
=4 v Al Mai
P IUnassigned
| Flagged

Oukskanding Action

[T S ] MU T

3. The actions you have

£ [P - el | [ [5as e [Rezd [Dae = [54 (et [t [ 5w [Hesaefee
0 vl Soncdebo @ OG0 4E 3 Fh Mol Dlocmetided i HGDeoBoder]
Iz X
created that have not o 0 vl Sancsbo 7 OOSEELS GumDeid  bap e DloZust4ed Mo HiDssoBodr
been completed will be g " i kel Senlpis [ JUITIS Reoopionits  Hoddook oy fomMNen 1K Aeion FHUI Biochenit
p Bmm\ T Senlis [ JDZTISN7 Gps Haddock My DrTo ConetPallen Ation HUR Bicheis
H e 0 mfet S ¥ OBUAGET Ry honedCEn o FHEBrewiu
Bh L,
dlSplayed. g-:sm"&; 0 ik Sanddebo @ 204 Fondnby,  honledlfn G FHOBwennio
4 B Daid 0 mikt Sanddeko ¢ Rty honledOEn i FHRBren
a4 Cont B
4 Cabet

Tip You can also change the date range from the Filter menu to show All
Mail. This will allow you to view all actions that you have created that are
outstanding. This should be done  on a regular basis
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How do | view Actions directed at me or my Staff Group

If you switch to the Actions tab in the left

-hand pane, this displays only the incoming

messages with an outstanding action directed at you as the current user or to a

group to which you belong, e.g. GPs, Receptionists. It does not display all results th at
are actioned.
Incoming Mail L]
Pafients | MocurentPatent | || | [Staws [ Twpe [ Fead [ Date | staif [ Fatient [ Action/Subiect [ cor
Staff Aclions (3 Filed  Serum fipids [  17/04/2007 07:31 Receptionists Haddock. Mary Pt To Make Appoaint.... Acti
% |0 ¥ LaFiled Serum cholesterol [ 0470472007 11:49 Spstem Supervis._. Haddock. Mary Make Urgent Appoi__. Acti
Lo g sfstem Supervisor, System \/
4 Messages and their B
. . >| “Serum chol il aCtIOﬂS are
Click on the Actions B Sl )
. Observations o | displayed here.
tab to view messages oL
with actions that are
for you or your
group.
-]
Note: You cannot apply date filters to the Actions view
47
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Completing Actions

As well as administrative staff, clinicians should also be aware that they must

complete actions if they have been carried out.

You can complete an action(s) from

within Mail Manager and Consultation Manager.

How do | search for a patient result in Mail Manager?
To search for a patient result in Mail Manager:

o
1. Clickonthe Find

button.

2. Type in the search
details and click find.

3. Click on the required
patient name and click
OK.

4. All the results for the

patient will be displayed.

A tab is also created
specifically for the
patient which divides
results into read and
unread .

& Mr System System Supervisor - Mail Manager

Fille Filker Message View Tools Help

L T B R

Back  Forward  Refresh actions Tick. Alloca

Incoming Mail

« 4 H B

Find  ConMgr  Wiew

Click

Stall | Actions | Patients | No cunent Patient | [I] on Hlee Fead | Date © st
0 g em cholesterdl [ 01705/2007 14:40

et o | (S Flnd o erum cholesterol 01/05/2007 1440 Bur

-k s = erum lipids O 26/04/2007 15:17 Re

? a + Unaued Mai a (X Filed Serum lipids [ 26/04/2007 15:17 Gp

| @4 Bath, Lindsap m| Filed Gonadotiophin levels 2BA/2007 1517 Sm
& Bums, Jayne ] Filed Serum lipids 26/04/2007 1517 Bur
4 Burton, David O (£ Filed Serum lipids 26/04/2007 1517 Bur
§ Chesnut, Eleen m] Filed Serum cholesterol 20/04/2007 1535 Gp
§ Corbett Gay O Filed Serum cholesterol 16/04/2007 1336 Gp
4 Cotton, Katherine
4 Dietician, Whpcs

¢ @4 Doctor, Dop

select Patient x|

Search Detais Search Attribute: oK
Ihad mar ISumame j Find
Cancel

W Active Patients only Options

stered GP

> Burton

| [Haddack 104121973 DrJohn Meallister Permarient
| Hadzinskos 3041041950 Dr David Burton Permanent
1541241923 DrJohn Mcallister Permanent

Addr
’V 19 0atland Green, Leeds, LS7 15N Tel 0161 357 7352

2 Mr pstem System Supervisor - Mai Manager

Fle Filer essage View Took Hela

€ .9 @b 0.t 4 E 4 =~ 4 4B

Ic Fowad Rt dtion Tk A s e B Athe Bl Covin G

Sof | ol et Hattk Mo | [ ] [eeks [ [ Raad [ D * [t [Patent [ActeniSubect [ [or

J0 @k Saunlpid U BOWATED BwmDail  Hath Mav Worendn Yo FALOZERTeEningL
_ 0 @k Sanchoetzol ¥ IVWAGTER G Hathxk Hay Weriet0Kn Ao FHLO2Endwnii.
& 01 reoringal
(1 Uread
33 Fead
0 tugingel

48

Vision 3 Mail Manager



How do | complete an action in Mail Manager?
Once you have found the patient, to

1. Select the relevant
2. Click on the Actions
3. Tick the box next to edit

result.

to complete the action

complete an action:

tab inthe message pane.

s
LT S T R = R i .h LB .S . s 4 4 B
Back Forward Refresh  Actions Tick. Allocate: Assian FiE Print. Active Find  ConMar  View
Read
Stalf | Actions | Patients  Haddok, Way | [T [stetus [ Type [Read [ Date © [stait [ Patient [ Action/S ubject [ Copy [ Fiem [ Message R
Xl =] (] Filed Serum lipids. 26/04/2007 1517 Burton, David Haddock. Mary Inform Nest Of Kin No RHUOZ BiochemistiyBio.
E ‘:l Incoming Mal [m] () Filed Serum cholestern| 16/04/2007 13:38 Gps. Haddock, tary Inform Nest Of Kin Action RHUDZ BiochemiistiyBio.
=T .
woel  Click on
message.
Select Actions then
. | tick the box to
7 S
complete the action.
| Jon [Completea |
[Receptionists ) C MPIEte ! Fvisor 0110512007 :
I edit Gps [risor 01/05/2007
[ M Sysiem System Hiper| m 1 fuisor 0200572007 [02405/2007
2 Mr System. sm;é Super fuisor 01/05/2007  |01/05/2007
Fanoogypcid Heade | Audt |
4. Click Yes to Confirm Completion
5
\?4) Please confirm you wish to complete the selected action
‘fes | Mo I
5. The copy action message  will now be deleted from view.
Completing actions from the Actions tab
To complete an action  from the Actions  tab where all outstanding actions for you and
your group  are listed
1. Click on the Actions tab and select either your individual name or the group
name to which you belong. The a ctions allocated to yourself or the group you
belong to will be displayed.
2. Select the result and check for any free text in the message window
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2, Mr System System Supervisor - Mail Manager

File Fiter Messsge Wiew Tools Help

© .= @ B\ O 4% % . BEB &S .4 4 4

Back  Forward  Refresh Actions Tick Alocatel  Assian File Frint Active  Find  ConMar

Incoming Mail
taff  Actions | Patients | No cunent Patient | [ [stus — T
_*—’4 [] Filed Serum cholesterol o oa
Click on S iffmrara c od - =l
the § Receptionists
Actions
tab and
select the
message.

Look for n

any free I
" Request: Serum

text added [ ooiom

to the TSy s o r
result + Calculated LDL cholesterol lavel 1.3 mmal/L
which

show in

green text.

“Serum lipids* |
be

Added isor System o

]

Ad
Fathology [ Actions | Header | Audit

Left hand side of Mail Manager T Incoming Mail - Actions

3. Clickonthe Actions tab within the message pane and tick the box next to
edit to complete the action

Incoming Mail

Staff | Actions | Patients | No curent Patient | Status Type Read | Date © Staff Patient
FRESTE <0 i Filed Gonadotiophin levels [Jl26/04/2007 1517 Receptionists _ Haddock, Mary
 oui( [} (3 Filed Gonadoliophin levels [ 26/04/2007 15:17 Smith, Alan Haddack. Mary
= o Filed Serum lipids [ 260472007 15:17 Burton, David  Haddock. Mary
(8] (3 Filed Serum lipids ] 260472007 15:17 Burton, David  Haddock. Mary

& Unallocated Mail
-k Bath, Lindsay
4 Bums Jayne
4 Burton, David
B Chesnut Eieen
4 Cobelt Gay
| B4 Colton Kalheine
4 Distcian, Whpcs
# Doctor, Oop
& Duncen, Sandia
| w4 Foteing Fay
§ Gentley, Olive
B g Green,delt

Select
Actions
then tick
the box to -

complete

the action.
| edit Receptionists [Pt To Make Appointment [Mr System System Supervisor

4 UnalocNtai
£ Bath Lincsa)
£ Bums,Jayne
f-f Buton, David

4 Chesnut, Eieen
& Cobett Gay

4 Colton, Katherine:
& Dielician. Whpes

- & Doctor, Oop N ! ]
- & Duncan, Sandia t

i & Fothering, Fay

-4 Ganley, Olve Fatnoof®ions [Feader] Audt |

- 4 Green, Jeff =l

Complete !

Mail Manager 1 Incoming Mail 1 Result i Actions tab

4. Click Yes to Confirm Completion
i

\?/. Please confirm you wish to complete the selected action

Yes | Mo I

Mail Manager confirmation screen
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5. Mail Manager will tell you that the copy of message for action has been
deleted. The original will be in the mailbox of the original user it was alloc
to which is normally the usual GP.

Meszage has been deleted

Deleted message

Results with multiple actions
If a result has more than one action, you will be able to see this from the action tab

in the bottom pane of the selected message Mail Manager. You can complete or edi

the required action(s) by ticking the box next to edit:

Add New Action...

Complots JactionBy —Jciom | Click on the —r
‘ I edit |Gps ‘Dr To Contact Patient to explain new medication. i 572007
\r.@ |Recepmomsts ‘Co]lect Seript ACthnS tab and 5/2007

< click the boxes

next to edit to
complete each
action.

Paihology_pctorKPizaden] At

Mail Manager 1 Result T Action tab

What happens to the result when | complete the action?

When an actionis completed and marked as read , itis considered to be an inactive
message and disappears from the message list.

If you would like to view the inactive messages:

i
T

1. Fromthe Staff tabclickonthe Active button “#= which toggles between an

active and all message  view. Check the filter menu for date and other filter
preferences.

Click on All

ated

to be taken e
back to the e

oy completed
active view.

with a line
through the
‘ action.

Messages with

actions appear

Mail Manager
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How do | view a result and complete an action in Consultation Manager?

Although we recommend that actions are completed from Mail Manager, you can still
view and complete actions from Consultation Manager.

1. Click on View Mail for | He N| & %l

Patert 9 in | [

Consultation Manager. -
onzultations  * Journal I Filtered Listl Surmmarny

i

o

1.3 mmolL ;

2. Click on the ot o B
Outstanding Actions e e ot
tab. All results with
outstanding actions will
be displayed.

4l ]
Fiter __ AlUnsrchived | Urvesd | Res ‘D\:.:i:m” ﬁl ﬁ! '

3. Click on the
appropriate result, and
then click on the
Complete Action
button. The action(s)
will be completed and
the result will be
removed from the

(AlF] Al Received = Tsubieat ______Jachen [ ActonReauested [ Acton Complelcd Staf
= 07

Urea anc ies Pt Ta Make Appainiment _ Ri=ceptionists Alison Hil CARLISLE HOSH

gl | o
Fitsr _AllUnarchived | Uniead | Read [ Ouistandng = dechived | Unfled |

Complte Acion | [ fleonResdt | Eit

Outstanding Actions

tab.

=

4. The neWIy Completed alF[AlRecsves _ [Swed  [écion/ [ Acionfequsses || | Acton Comeies i Fom
. ¥ & I 03/05/2007 Urea and electialytes Pt To Make Appoirtment System System Supervisor Alglbn Hil CARLISLE HOSF

action can now be seen
under the Completed
Actions tab.

< | B

Fiter __AllUnaichived | Unicad | _Ficad |_Outstanding Actlins || Completed Actions _ Mchived | Urfied
Cormpieie Ackion | [ Vil Resit | Ei |

Note: Clicking on the Complete Action button will complete any action on

the currently highlighted result; you will be unable to read any extra free

textt hat the person setting the action might have added. This text can only
be read by looking at the full result (View Result).
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| have tried to complete action in Consultation Managerb ut t he
Actionodo butt omwhatshouldido®t i v e
The compl ete action button will be inactive if the selected result has more than one
action. To complete one or all of the actions:
1. Select the patient and click on the Mail for Patient icon E
2. Click on theresult and select view result.
x
“Aen][ P Fleceived v [ Subiset  [Acion | ActionFequested T Action Completed [t T Fram
[Zg [ 01408/2007 Semm cholesterol Caollect Script Receptionists
To complete a
result with
multiple actions
click on the
result then
N select view
Fiter __ AlUnarchived [~ Urvead Fead | Outstanding Actions | Completed Actions | Ar:hived/r/UM result.
Conpleie Acion | view M | Esit

Mail for Patient screen

3. Click on the actions tab which will show all the actions for this result.

zl
Filz Al | File Abrommal I Print I Actions. .. | Close | Hites |
? =l
Click on the
Eﬂ Actions  tab
[T edit Idr System Systemn 02705/, and tick the

Supervisor

box next to
edit to
complete the

Collect Tstem System  [02/05/] required
Script Supervisor .

actio n.

Eeceptionists

. .

Pathn\ngy AcmnslHeader Audit I

Action tab

4. Tick the box next to edit on the action you would like to complete.

5. Click Yes to confirm completion.

Mail Manager |

\?/I Please confirm you wish bo complete the selected action

Yes | Mo I

Confirmation message

ACompl

Vision 3 Mail Manager
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Action Status

Once an action has been assigned to a message, it may go through a number of

stages prior to the  action being marked as complete, for instance if you need to

contact the patient to tell them about a result and they were not home. At each

stage, the responsible user may wish to update the selectable status of the message .
This is done by adding an Acti on Status to a result.

Note: You do not have to use the selectable action status functionality, an
initial status for  example; Newly Actioned is added to all actions by default.

How do | record an action status?
Action status can be added either  whilst you are actioning a message or at any other

stage prior to completion in Mail Manager of in Mail for Patient in Consultation
Manager. Depending on how they have been added to the system, some action
status will complete the action. See Quick Referen ce to Mail Manager Setting Up.
ﬂ
— Contact details:
Patignt:  Haigh, Martin
Address: ¥ Wharfedale Grove, Leeds, L57 2L0
Contact L
Mumbers; :
—Add:
Set by Mr Syztem System Supervisorn 01./08/2007
Date: I
Code: IDr Tao Contact Patient j Patient specific: [+
Text: |Dr To Cortact Patient ;I
.
1] 3
Action by I j Confidential [~
Statuz:  |Mewly Actioned j Complete: r
Fewly Actioned | B
Ok [ =
— |Awaiting Patient Response
Ih Progress

Add Action screen

1. Clickonthe Actions tab. Inthe
bottom pane of a selected
message. Click on edit which will
display the Update Action
screen.

[ofomNetOfKin e Sysem Sytem Superior

Mﬂw
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L ewmumcwur 1tuar ncucpuumens tauuvLn,

2. From the drOp down list , select a Serum lipid O 26/0472007 1517 Gps Haddock.
]

- Contact details
Patient.  Haigh, Martin o
Addiess  7wharfedale Grove, Lesds, L57 200

relevant action status. Click OK.

Contact
Humbers:
~ Esisting
Sethy: M System System Supsrvisor 01/05/2007
Code: Dr To Contact Patient Patient specific: [7

Text: Dr To Contact Patient

Actionby: Gps

Status: MNewly Actioned Complete: i
[~ Update:
Date:
Text =] -

Complete Actionby [ Gps

I edit Gps Status: |Newy Actioned

Complete: ™ u

-
: :

|

=

Awiaiting Palient Fiesponss
In Progress

How do | add an action status to a result from Consultation Manager?

&= | F

1. Click onthe View Mail | H, N| & B

for Patient = in
Consultation Manager.

onzultations  * Joumal | Filered Listl Surmmarny,

1.3 mmal/L ;

2. Cllck On the Outstand|ng A F[ R Receive: d T Sublect Action [ Action Requested [ Action Completed Iszav;E - l;&imnzg - =

[ 26/0472007 Serum lipids

1 [] 26/04/2007 Serum lipids David Burton RHUDZ Biochem
Actl 0 n S tab . AI I res u Its (] 26/04/2007 Eunadu:uuhm levels PtToMake Appointment  Receptionists Alan Smuh‘ RHUDZ Biochem
with outstanding actions

will be displayed.

Kl
Fiter [~ AllUrarchived Unesd | Fesd | |_c Rhiions |_archived |_Urfled |
I Ean\ale':lmhl Visw Resuit Esit

Current Mail: ERNEST PEASGOOD

; : ooren vt esteensco0
3. Click on the appropriate 3 T =W R [ B e ™ N LT
result, then click on the
View Result  button.

il
Filter AllUnarchived Unread FRead Outstanding Actions Completed Actions ] Archived Urfiled
Complet= Action z3 i
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4. Click onthe Actions
button and select relevant
message to update.

5. Clickon Update .

6. Select Action Status
from the drop down list.

7. Click OK to save.

M Individual Message x|

Flepl | Fiesbromd | Pint | Actons. | Clese |

< L in levels"{Read] | “Serum linids"(Read)

Notes

Taboratory Report =] Request: Sen
[C2 Observations

Sender

xn11007/BB6534 70 [EDT 02/06/2004
1 Will be filed as: 4.2 mnf
Order ID:

Patient: Haddock,Mary;
DOB: 28/01/1937;

NHS No.: HADDZSD137
Couments:

P02, Biochenistry "Gonadotrophin levels'
Biochemistry V "Serum LE level’ 5.3 wil
Recipient

P [y ¥ “serun FSH level® 7.5 usL
Date: 0470642004 Free-text (commenti el
Repore ID [ o Serun povassivm 4

Click on the
Actions
button.

[ Free Text and Further
Information

56 Spenser
AvennaClaopelisCornuall

-«

Patholagy | Actions | Header | Audit

- lual Message

N I e

x

| Hotes

3 i i I rophin levels"{Read] | "Serum linids"(Read)

41 |

I
£ Complete.. | pdd. | Updae. [[ 0K | camcel |

AvenueCleopolisCornwall

4 v

Pathology | Actions | Header | Audit

[~ Contact detail
Patient  HADDOCK, MARY |
Address

19 DATLAND GREEN

Contact 0161 997 7362
Numbers:

~ Existing
Set By System System Supervisor
Code Pt To Make Appaintment
Text Pt To Make Appointment

Action by Stella Winter
Status Mo Answer

Fatient Specific. [

Complete 7

[~ Add/Updat

Action by Srells Winker

Deadine |[¥ 26/04/2007 -

j Fatient Speciic. I~

Text:

Status:

Confidential| 1=
Caomplete [

Mewly Actioned
Mo Answer

Cancel |
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How do | view action status?
To view action status in Consultation Manager:

1. Click onthe View

=S @ K| s B

CECIES

Mail for Patient
in Consultation

Manager.

onzultations ¥ Journal

Filtered Lizt I Summary.

1.3 mmal/L ;

2. Click on the
appropriate result,
then click on the
View Result  button.

4

Current Mail: ERNEST PEASGODD

|

fiter _AlUnarchived | Unead | Read || Oufstandng Actors | _Completed Action
Complete hiion i [ View Resut Ei |
| |
e—

3. Selectthe Actions
button. The action

M Individual Message

X

Fieal | [Ficttrond | Pint | fctons. | Dlse | Hotes
status is under the < = _ “Gor phin levels"{Read] | "Serum linids"fReadl
X . ;
h e a d I n g n S t a [Deadine | Added | Code [ Status

Complete: | Action by
N

Reseplionists

4

26/0472007  26/04/2007 Pt TaMake Apy

intment No Answer

| ]

=k Complete.. | Add

| update i3 Cancel |

v
Avmem@mscﬂmauj
-1«

Patholagy | Actions | Header | Audit
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Filing

Autofiling

File icons

e If Autofiling is switched on in Tools - Options (see page 15), most
messages will be filed automatically on receipt into the patient's
record in Consultation Manager, though still unread, provided that
the patient can be assigned. Those not filed automatically will need
to be filed manually.

e Autofiled messages will be unread, until marked as read.

e The message must match a patient (ie, be assigned) and GP (ie, be
allocated). Autofiling files any message which can be assigned to a
patient even when allocated to Usual Dr.

e The mail items can be viewed and actioned in Mail Manager. The
message will file as an attachment in Consultation Manager.

{ This icon under Status on the Message List view signifies that
autofiling has failed for that message. The item will need to be filed
manually.

¢ Note that autofilin g will occur for pathology results to the records of
transferred out patients and the result will remain unread in the
file.

The fourth column from the left on the Message List View is the filing status. Thisis a
checkbox that appears for incoming items only.

Unfiled message, available for filing

Filed message

Partially filed (for example, pathology messages).

Partially filed but considered complete (ie it is not intended
to file the outstanding items so this message should be
treated as filed).

Auto -filing failed

If the item is valid but unfiled

, then an enabled unchecked checkbox appears. By

checking these items, you can file multiple items in one hit - see Ticked Option i
Processing Multiple Messages  on page 29.
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File a message manually

From the Message List, you can check the lines that require filing and use the check
menu to file them in a batch. From the Message Details pane, you can right click and
file a result or results manually in various ways.

To filea message:

e either highlight it in the message list and click on File -
Highlighted

e ortick the checkbox on the message line on the far left of the
Messages List view, click on File - Ticked

e orright click and select File All

e or double click on the message line. You will be asked: Do you wish
to file this message? Yes/No . Answer Yes.
Mail Manager, §|

?{/ Do wiou wish to File this message?

o
Yes | Mo | Zancel |

For pathology messages you can file all lines or just the abnormal
lines.

The message will file as an attachment in Consultation Manager.

On the Messages List view, it will now have the filed icon (.

File All and File Tab and File Abnormal

File All  files all results in a pathology message into the patient's record in
Consultation Manager.  Either right click on the message in the top right -hand pane,
or right click within the result on the bottom right pane.

If the pathology message is a multi -specimen with more than one tab, File All - will
file all results from all tabs.

To file results from only one tab of a multi -specimen message, right cli  ck within the
result pane and select  File Tab - this will file the results on the currently displayed
tab only.

File Abnormal , also available from the right click menu, will file only those result
lines with an abnormal flag |2 or ['® | sothe result will be partially filed
need then to right click and select Consider Filing complete 1 to finalise the
message. The message will then be complete [ evenif by choice some normal
items have not been filed.
On amulti -tabbed specimen, File All will file all  results from all tabs; and File
Abnormal will file  all the result lines with abnormal flags on all the tabs.
1. First, use the Filter option to display the messages to be filed. This might be 1

day, or 2 days, All Mail.
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L]

e Tofile sev eral messages, click on Tick  and either select  Tick Al

(t his places a tick in the far left checkbox for each message line in
the Messages View); if there are one or two messages you do not

want to file, then untick the check box on that line. There is also an
Untick All if you click on the Tick icon again. Now select Message -
File All.
e Selectively tick one or more messages to be filed, and select File -
=
Ticked - File All,orclickonthe File icon  F® . Ticked - File
All .

e Tofile an individual message, right click on the message line in the
Message list pane and select File All  (orif you prefer, File
Abnormal, filing only the abnormal result lines)

Note: Double clicking on a message will take you through a lengthy d ialogue
to guide you through all stages of processing a message: assigning,

allocating, marking as read, filing, actioning. If you only want to perform one

of these functions (e.g. File All), you can right click on the message and use

the context -sensitive menu; this will involve fewer keystrokes.

2. The message will file as an attachment in Consultation Manager.

3. On the Messages List view, it will now have the filed icon

f< Mail Manager

e Fiter Message View Tools Help

& =2 @ BB 8 + 4 B
Back Forward Refresh  Actions File Active Find Confar Wiew
nvestigation Report ]
Patierts | Mo curent Patient | | | | FRead | Receive o | Staf | Patient | Action/Subject | Copy | Tupe
Staff } Actions O = 19/03/2003 11:58 Mcallister, John ‘Whitaker, Angela Dr To Contact Patient Action  Investigation Report
=] E i st 8
il datos. Al Mai = O O 1970372003 11:58 Mcallister. John Steele. Christine Public Pathology Message
=23 Incoming Mail
(2 Unallocated Mail
w1 [ Hill Alison

= 1 Meallister, John

.

(31 Whitsker. Angels
+ (1 Read

& (2 Smith, Alan

Consider Filing Complete

With pathology messages in England, if you have only partially filed a message
either some of the results or by using File Abnormal, you need to select Consider
filing complete FOR EACH MESSAGE so the system know s that that message is
considered complete L even though partially filed as you do not intend to file the
outstanding items.

Selectively tick one or more messages to be filed, and select either:

e File - Ticked - Consider Filing Complete ,

=

o orclickonthe File icon FlE - Ticked - Consider Filing
Complete

60 Vision 3 Mail Manager



Multi-specimen messages
Note the following rules for pathology messages in England that are multi -specimen
and have more than one tab:

Each tab must be viewed before the message can be marked as
Read.

The File All  function files the results on all tabs ofamulti -
specimen message ; File Tab files the results on the currently
displayed tab only.

The File Abnormal function files all the abnormal results on all

tabs of a multi -specimen message. The message is then considered
to be partially filed & . You then need to select  Consider Fi ling
Complete for that message so that it is considered complete even
though partially filed @ by choice and you do not intend to file the
outstanding items.

If the item will not file
A message or result line will not file

If the result line needs Read codes assigning (see How do | Assign
Read codes? on page 65)

EX "PEP1" Supplementary Result
PARAPROTEIN EAMD» PRESENT
WITH IMMUNOSTTPPRESSTON
SZAMPLE BEFERERED* TO

IMMUNOLOGCY
If the result line needs valid Vision units (see How do | Assign Valid
Units? on page 66)

If the message needs to be assigned to a patient (see Assigning
patients on page 38)

If the message needs to be allocated to a GP (see page 31)

If an action copy is marked as confidential (see page 42), anyone
viewing that action  copy will not be able to see the right -hand side

of the message detalils, i.e. the Request and Observations folders
will be hidden. Such action copies cannot be filed.

If it has already been filed.
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Other functions

How do | add a note to aresult?

In effect, there are two types of notes which can be added to messages in Mail
Manager. These are known as Folder Notes and Result Notes.

Note: Beware that if Result or Folder notes are added to an result after it
has been filed, the note will not appear on the Journal in Consultation
Manager, although the notes are accessible through the View Mail for Patient

icon =2 .

Result Note
A Result Note is free text which can be added toa nindividual resultline. The text
added is shown beneath the result line toge ther with the author, date and time.

N 1005 Hep

1. With the Pathology 3 w0 .4 % . B .5 % 4 4 @

fesh Actons Tk  Alocate | Assgn Fie Pint  Actve Find ConMgr View
tab showing, pointto
1 siemt | [ ] [ Stos = [Re..[Date I [Pationt [Actionjsubjest [ ¢
th It I h h wo |2 &l Available for filing  SERUM T1 05/02/2007 1... *Ajai-Ajagbe ... Kamran, Joseph N
e resu Ine whnic —o = Filed Serum O 05/02/2007 1... Smith, Lindsay Searle, David N
X @ 3 Filed SERUM ¥ 05/02/2007 1202 Mealister, John  Mooney, Herold N
d h R h & 1o i Filed SERUM W 05/02/200712:02 Meallister, John  Mooney, Harold N
neeas t e nOte |g t = 3 Filed SERUM ¥ 05/02/2007 1202 Mealister, John  Mooney, Harold N
O ¥ @Filed Citrate O 05/02/2007 1... Meallister, Jo... Pidsley. Elvine N
|' k d I t O & Available for filing  SERUM O 05/02/20071... Hill. Alison  Jack. Kathy Feaiskeippoin- N
ClICK and selecC O v &@Partially filed Citrate O 05/02/2007 1... Hill. Alison  Peasgood, Emest PiFeMekeAppeint-N
<
esult Note .

Request SERUM

Z Reassign Patient
- . FieResutt Immedately
File with Edit Loy
* rssTeaTzaNT, SEvEN; 508 Fie Al P
1, = Fie Abnormal
s o sassasasas Doy Rt cotes F 077
- Lo 117,
[23 Free Text and Further Information 2] a X
s Result Note... |
THfOID Folder Note...
5y Ciinteat o
sovTn
. _ ]
2. Type the note in free 5] Status [ Type [Pe.. [ Date [ statt [ Patient [ Actionft
. O & Available for filing  SERUM O 05/02/2007 1... *Ajai-Ajagbe .. Kamran. Joseph
textinthe Result O EFiled Serum O 05/02/2007 1. Smith, Lindsay Searle, David
EFiled SERUM 05/02/2007 1202 Mealister. John  Mooney, Harold
Note W| ndOW and [m] (3 Filed SERUM 05/02/200712:02 Meallister, Juhn  Mooney, Harold
[u} EFiled SERUM 05/02/2007 1202 Mealister. John  Maoney, Harold
. O ¥ EFiled Citrate O 05/02/2007 1... Mcallister, Jo... Pidsley, Elvine
click OK. [u} &) Available for filing  SERUM O 05/02/2007 1... Hill Alison  Jack. Kathy PTete
O ¥+ &Partially filed Citrate O 05/02/2007 1... Hill Alison  Peasgood. Erest FiFetie
<
< _SFRUM |

Laboratory Report [ Request: SERUM

€ Result Note

Repeatthis testin sixweeks|

ZDITESTEATIZNT, 59
01/01/1945;

NHS Vo.: $393938522
Comments:

[ Free Text and Further Inforr Gt

THYROID FUNCTION TESTS

Clinical Information:
ROUTINE SCREEN

3_ The note appears in "Serum TSH level" 10,70 mwafL {(0.30 - 4_E50)
green with a full audit result note Added by:Hill Alison on 05/10/2006 at 15:59

trail.

62 Vision 3 Mail Manager



Folder Note

A Folder Note is a free text note which is

1. Rightclick on the
pathology result in the
bottom pane and select
Folder Note.

added to the entire result.

SERUM |
testtest Added by:Burton Dawvid on 2271172007 at 14:08
9 Request SERUM
I Observations
Mirea and elecorolyest
Ify ¥ Serum sodium 141 mmolsL {134 - 145)
test Added by:Burton David on 22/11/2007 at 12:52
My comment: this should be "Serum sodium"
W "Serum potassium” §.0 mwolsL (3.5 - £.0)
[ v "serum chingy Levelr

Folder Note

5.3 mmol/L (2.5 - 7.0)
My comment: this should be "Serum urea level®
< "servm Creat.® 27 uwel/L {73 - 126)

My comment: this should be 4415

My coument: ensure "Serun Crean " is on the lookup befors loading ohis message
I35 " 25T serum level® 25 w/L (13 - 44)

Ny coument: this should be 44HE. "AST servu level”

My coument: ensure "AST servm level is nov on the lookup before leading this messs

"Serum crestinine”

2. Type the note in free
textin the Folder Note
window and click OK.

3. The text of the Folder

Folder Note x|

Tupe message here|

Cancel

H H < wSerum chol "l
note is displayed at the T
Sender: Dept of Biochem. Added by:System Supervisor System on 23/04/2007 at 03:27

top of the right -hand
pane of the message
details, with  a full audit
trail.

Date:
Repore

The Pig Hospital
Long Rd

Order ID:
Pavient: Haddock, Mary; DOB: ;
NHS Wo.:
Comment:s:

[ Free Text and Further Information
Flat 6The Grand HouseSpenser
ivenusClaopoliscl3 597

F1 Request: Seum
L

a Ser

The text of the
note, who added
it and the date
are shown under
the result line.

04/06/2006
ID: ¥ml1308/001[EDI |

5782043458

How do | set a user Alert?

User alerts mark the result
To set a User Alert

1. Right click on the result and

with yellow flags

¥ which shows the result is important.

| Serm lipids 1740472007 07: 31 Burtan, [
select Alerts - Add User 3 Serum cholestercl 17/04/2007 07:30 Duncan,
| wvailable for filing Serum cholesterol O 16/04/2007 13:36 Fothen
Alert ' E [16/04/2007 1336 |
E - Actions L3 —
a iled 16/04/2007 1335 Hil Alisc
5 Considerea i T MR
a iled Remove User Alett
. " Allocate,
| vaiable forfiln 77 S Remove Duplicate Status tor 1
ASSIN
a4 | He-Assian.. .
File &l
2. The resultis now marked coe - e =
. Tick: Allocate Print Active Find ~ ConMgr  Miew
with a yellow flag
ey | Status [ Type [ Read [ Date [ staff | Patient
[D Filed No Patient Contact ] 13/01/2006 17:06 Keighley. David _ Connally. Rob
Filed Hospital Report [ 19/0172006 17:05 Norris, J Greenwood, ¥
m ) Auto filing failed Subsequent Follow-... [ 19/01/2006 17:05 Bailey, AlisonJ  Kane, Joseph
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Removing a user alert

You are free to set and clear the user alert as you see fit with a simple menu option

Right click and select Message

0w

-

oood
o
H
%
I

Allocate. ..
Re-Allacate.,,

|

ASSIEN v,
Re-Assian...

- Remove User Alert

16/04/2007 1235 Hill, Alizon

Bums, Jayne
Doctor, Dop

Hutter, €
Frankli
Mutter, &
Giriffiths,

Note:

own and those for which they hav

Users have no rights to edit alert flags on messages other than their

e the relevant Staff Access rights.

What are System Alerts?

System alerts

, often with red

flags v System alerts , are created by the pathology
laboratory . Abnormal or high/low pathology results and may carry different coloured
flags. These are set by the sender and cannot be removed.

I I I Stabug I Type I Read I Date I Skaff I P atient
i Serurm lipids 17./04,/2007 073 Burton, David Haddock., b
Serum cholesterol 17042007 07:30 Dunzan, Sandra Haddock, b

How do | Cancel/Supersede?

An original message such as an XML Pathology result can be marked as

Cancel/Superseded

1. Right click on the result select

Message

2. The status will show as

cancelled/superseded

icon

I Cancel/Supersede

with the

B - m— e B
7% Actions >
ERA g T ,
o q bl O
Allocat,..
Re-Alocate),
M g
ReAssan
<
Tap eAl
P Fl bl 53 Observations
il Consider Fila Complete D v o
Rec!|  Edifled item, -
Rea| DeleteFied tem .
Dat
Rep.  MarkasRead
b, sk s LnResd)
pee | MatkasComplote
[ Foiessac
- Remove Message
om  yiew messages for Patient
Reactyate Messags
Yiew crigil
E3 Flee  pon oot Reacliyat as held
56 | Reprocess
hver  Prin. cri+r
Aichiving > Copy Message:
‘ Consultation Manager e
Delete Message

Pathology [Actons] Header] Audt

if a sub sequent message has updated the original.

1670420071336 F
G o7 30
16/04/2007 13:36 €

“Serum cholesterol"
[0 Request Serum

O ¥ @gFied

[ £ Type | Read | Date | stait | Patient |
T | ¥ X Cancelled/Supers]] Serum cholesterol TE/04/2007 1336 Fotheiing, Fay Haddock, Mary |
O Filed Serum cholesterol []  16/04/2007 13:36 System S... Haddock. Mary
O Mid Stresm Urine 16/04/2007 1335 Hil Alson  Nutter, Gary 1

Serum cholesterol 17/04/2007 0730 Duncan, Sa.. Haddock, May |
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How do | Assign Read codes?

On the Message Details pane, under Observations, any result line which does not
have a Read code associated with it will be marked with a red cross. This cannot be
filed into Vision and needs to be assigned a correct Read code.

E "PEP1" Supplementary Result

PAGAPIOTEIN EAND PREESENT
WITH T ESSTON
A result line

ZAMPLE BEFERRED' TO

IMMUNOLOGY with no Read
code.
1. Right click while pointing to this line and select Assign Read code
54 Avanaoie ror nmng £3H.UHINE [ U/ IUZ ZUUL 12503 “AJA-AJAgDeE EKO TEaQEespauent, tigni
Reassign Patient M O [_I__5J'1 072006 12:03 =Ajai-Ajagbe Eko Eddleston. Paul
RIDE+EDTA [l 0571072006 12:03 *Ajai-Ajagbe Eko *Editestpatient, Two
Assign Read Code M O gbe Eko *Editestpatient. One.
Display Read O To assign a gbe Eko  *Editestpatient. Seve
mare... Read code,
ResultNate... right click on
__ Folder Mote...
1L 107 1S— Request: URIN the message
ler: Chemical Pathology Observations and Se|eCt
JISLE HOSPITAL PATHOLOGY 44N . . Seruy] . =
-pient: AJAI-ATAGEE EKO A8 44M3 . Serumn ASSIgn 65 — 2Z) Supplementary Res
westor: DR E A ATJAGEE DA
i+ 09/10/2002 15:05 ko 44Md . Serun read Code 71 Bupplementary Result
et ID: a5 "PEPLY  sup
I2001/BBOO0G. 000O0&00007001a PARAPEOTEIN
WITH IMMURO]

2. A Read Dictionary select screen is shown for you to select an appropriate Read

code. Click OK.

3. Atth e Description Translation screen, the Read code you selected is shown
atthetop - usethe Change button if you want to change the selected Read
code. The provider description is shown in the window. If you choose Addto
Translations , this mapping will be placed permanently in the Tools -

Lookup Table so that that Provider Description is always mapped in future to
that Read code.

4428.00 Change. .. |

FParapratein profile

Frowider Dezcription
FEF1

| Add to Tranzlations Ilze Once Cancel
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How do | Assign Valid Units?

Some results are sent from the provider with units that do not match val id Vision

units. These lines will have a red cross in the left -hand margin.

4. 467h. z4 hour urine protein output 4.50 g/24h (0.00 - 0.13)
Supplementary Result

1. Rightclick on the resu It line under Observations select Assign Valid Units.

T Request: Serum
=7 Dbservations
*Gonadotrophin levels"
o "Serum LH lewel" 9.3 u/L
1y o "Serum FEH lewel" 7.5 u/fL
Free-text {commen ) #1
K Beram povass  aionvaid Units
Display Read Codes

- 5.0} Dated 02/

more. .,
Resulk Mote...
Falder Mote...

2. Atthe Unit Translation screen, select a valid Vision unit.

Unit Translation

Enter a translation for the unitz uzed by the labaratory. Apply a
zcale factar bo numerically translate values.

|a/24h | A

| Add to tranglations | Cancel
3. Click on Add to Translations . Whenever this unit is used in future by the
provider, it will be mapped to the Vision unit you have just selected. You can
look - up the mapping of all units done by your practice in Tools - Lookup

Table.
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How do | Copy Mail?

Mail for a particular user ca

n be copied to one or more other users. You can copy a

result from your own mailbox or from a mailbox to which you have rights. The copy
can go to a member of staff or a group of staff members that would not normally

have rights to see the result.

Any acti ons you effect on the copied result will be applied to the original result and
be visible on all other copies of the result. The exception to this is purely local actions
such as marking as read, and applying a user alert.

]
5 Filed

(L] Considered filed as ¢

[EaFied

vailable for filing

Actions

Serum cholesterol

L.

=

. 16/04/2007 13:36 Fotherinc

B/04/2007 13:35 Hil, Alison

Alerts

670472007 13:35

Allocate, .,
Re-Allocate. ..

/04/2007 1335
E/04/2007 13:35

Bums, Jam
Doctor, Oc

ASSI .

Re-Assian.

.

File &l

File Abrarmal

z

Laboratory Report
Sender: RHUOZ, Biochemi
Biochemistry
Recipient:

Tequestor:

Date: 0D4/06/2004
Report ID:
*uwll005/BESE5247WEDT
Order ID:

Pavient: Haddock, Mary;
29/0L/1937;

HHE No.: HADD2S0137
Comments:

Free Text and Further Infor
56 Spenser
AvermeCleopolisCornusl

Consider Filing Complete
Edt filed item, ..
Delete filed item. .

weral"
ult) 1

Mark a5 Read
MMtk s Unfead
Mark as Complete

el" 2E.0 w/l
wel'  33.0 w/l

e1n

Viev messages For Patient
Yiew criginal
Patient Details

Held Message
Remove Message
Reactivate Message
Reattivate a5 held
Reprocess

Print... Chrf

Archiving

3

Consultation Manager

Copy message

LCopy mezzage to:

Mark message as private [

1. Right click on the result and
select Copy Message

2. Onthe Copy Message  screen,
select the group or individual
to whom you want to copy the
result. Click OK.

3.

Note the following: -

e Copying
other words;

a

o]

Cancel |

message

uses

This message will now be in the specified user(s) Mail Manager screen.

a system of

there is only ever one instance of a particular

message. For each of the copied items, there is an entry in the
appropr i at etrayuethisdrerely references the original

message i n

t he mess

age

owner 6s i

e Most of the operations on a copied message, such as assigning an
action, are automatically reflected globally. Note, however, that
certain operations affect flags held against each copy item. For

copyi

ntray.

example, a change to the

Actioned flag is reflected in all headers

relating to a copy of that item.

e |tems may be copied  either to

individual users or to a group of

users. The copy process uses the group as input to the copy

process and does not store the group. In other words, a

copy to a

group of 20 users operates in exactly the same way as 20
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individual copy operations. The status is reset to unread for each of
the copied items.

e A message may only be copied by the owner of the message. It is
not possible to send a copy of a copy

e All copy operations are audited and any operations performed on a
copy are audited in a way that clearly marks the fact that this was
performed on a copy.

Delete Copy

If you have received a copied item, it is valid for you to delete it. This will delete your
local reference to the item, but not the original item. Right click on a message that

has Action or Yes in its Copy column on Messages List view, and select Delete Copy

View other people's Mail when they are on leave

If you are away for a period, you can give another user access rights to your
messages while you are away.

If for example, Dr A is going to be allowed rights to see Dr B's mail:

1. Goto Mail Maintenance , and selectthe  Staff Access tab.

2. Rightclick on Dr A.

3. Select Add .

4. Onthe Access Rights - Add screen |, select the user (Dr B) to whom Dr A is
to have access.

5. Ifitis for an unlimited period, just click OK. Ifitis for a set period, suc hasa
holiday, then enter a finish date in Valid Until . The start date is assumed to
be today in Access valid from, but you can alter this if necessary. Click OK.

Set up rights to see all mail for all users
It is possible on Mail Maintenance for a user t o see all messages for all users.
1. Goto Mail Maintenance ,and selectthe  Staff Access tab.
2. Right click on the user to be allowed rights to everyone's messages
3. Select Add All
4. Answer Yes to Add ALL staff access rights  to [your name].
5

If you want to remove the rights, right click on the user again and select
Remove All
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Print mail

Right click on a message and select Print to print the message text.

If you want to print more than one message, first click on Filter and select to filter

L]

the messages you want, e.g. 1day, All Mail. Click on el and select Tick All
This s elects all messages and places ticks in the left -hand check boxes on  the
Message List view. Untick any you do not want printed.

=

Prink

Select Print by icon

"  then Tick - Print

Duplicate Messages

If you find two messages with the same message reference which are clearly
duplicates, the re will be an original message, and then a second message with a

duplicate icon

You can remove the duplicate status from
original and then archive the copy.

= Dr J Norris - Mail Managen,

le Filter Message View Tools Help

@ =
Back Forward  Refresh

0. 4 . % .B .8 . % & B

Tick Allocate Assign File Print Ackive Find  ConfMgr  ‘Wiew

ncoming Mail -

| | | | Fead | Feceived | Staff | Patient | Action/Subject | Copy | Type | Fram | Mezeage
O O 03/06/2004 16:26 Ragan. Edwin No Home Vizit + Proced._. Kettering General 619
O O 03/06/2004 16:26 Dr L R Gold Lawrence. Joanna Ho Home Yisit + Proced... Kettering General 603
O O 03/06/2004 16:26 Dr A P Mansell, Alison Webster, Ann Ho Home Yisit Report Kettering General 620
O O 03/06/2004 16:26 Dr A P Mansell. Alison Webster, Ann Ho Home Visit Report Kettering General 620
Right click on a message with a red duplicate messag e icon, or click to highlight then
select Message 1 Remove Duplicate Status
Duplicate Message. Remove duplicate status
& Received: 20/04/2004 13:44
Staff:
Patient: K.emp, John
Type: Day Hozpital Attendance Report
Fram: Kettering General
Meszage Reference; B32
WARMIMG: This message is potentially a duplicate of a message already received.
'ou may view the onginal mezzage by selecting "Wiew Original* from the right-mouse menu,
You are recommended to press Mo if you are unsure whether thiz is a duplicate or nat.
If the mezzage really iz a duplicate you are advised to archive it.
Do you wizh to proceed with the zelected action on this potentially duplicate meszage?
Yes
Duplicate Message Warning
Vision 3 Mail Manager 69

ficop



You are warned:

received.

right -mouse menu.
is a duplicate or not.

it.

You may

Do you wish to proceed with the selected action on this potentially duplic
message? Yes/ No

This message is potentially a duplicate of a message already

view the original me s s agefrobthe sel ecting

You are recommended to press No if you are unsure whether this
If the message really is a duplicate, you are advised to archive

ate

e Ifyouanswer No,andifyouarenot sure, itisa duplicate, the two

messages remain, both with the duplicate status icon.

e If you answer

Yes , the duplicate status icon is removed from the

message you clicked on.  You can thenrightcli ck on it and select
Archiving.

Duplicate message - Assign

Duplicate messages marked

may have an unassigned patient as the subject, in

which case there is an asterisk before the patient name, eg *Atkinson, Violet. If you

right click and select

asks you if you want to proceed and assign the message.

However, it ma kes much more sense to assign the original.
so that the original message becomes the focus.

message,

e Answering No cancels the action.

e Answering Yes meansthe Assign Patient

you can assign the duplicate copy.

select View Original

Then right click on this and select Assign (see Assigning patients
remove the duplicate status from the duplicate message and archive it.

Duplicate Message - Allocate

A similar reminder is given if you right click on a duplicate message
missing a name in the Staff column, and select Allocate, in order to allocate a GP or

staff member to the message.

original.

message becomes the focus.

Assign , you are reminded that this is the duplicate copy, and it

screen is shown - and

Right click on the

on page 38). Then

that is

Again, it makes much more sense to assign the

Right click on the duplicate message, select View Original so that the original

remove the duplicate status from the duplicate message and archive it.

Duplicate Message. Allocate

A

Received: 26/05/2004 14:53
Stalf:

Patient: *Simpzon, Bart

Type: Day Caze Report
From: Kettering General
Meszage Reference: 617

WARMING: Thiz message iz potentially a duplicate of a message already received

“Y'ou may view the original message by selecting "iew Original’* from the right-mouse menu.
“Y'ou are recommended to presz Ma if pou are unsure whether this iz a duplicate or nat.

I the meszage really is a duplicate you are advized to archive it.

Dia pou wish ta proceed with the selected action on thiz potentially duplicate meszage?

Femove the duplicate status from this meszage [only do this if you are sure that
the message iz not a duplicate)

Then right click on this and select Allocate. Then

Duplicate Message - Allocate
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Archiving

Rules for Archiving

Archiving has two functions - to speed up access and declutter displays by
suppressing historical data unlikely to be of relevance.

There are three stages of archiving:

e You can filter from display all me ssages considered 'complete’. This
% 5
is done by toggling the Actve /Al Active/All icons so that the

Active icon is displayed, ie only display active messages.

e From time to time, you may remove old messages from the live
database. These are copied to a different form of on -line storage
and a sub record left in the database. By utilising a special display
mode, archived messages may be retrieved at any time.

It is possible to archive old messages at any point. This process can occur manually
at preset intervals.

The criterion for archiving is defined on an individual practice basis based on a set of
defaults. These criteria are:

e The message must be read
e There must be no outstanding actions on the message

e The message must be at least 30 days old (from date of receipt )
(though you can amend this period, the minimum being 30 days)

e The message must not have a user alert.
e You cannot archive unallocated messages

e You cannot archive messages with the last completed action less
than 7 days old

On archiving, al |l gualifying records are marked a
item the alert flag may be set independently from
i t | i v etdartfcdar usér.ht & perfectly valid for copied records to reference an

archived record so the process of copy referencing should ignore the inactive flag.

Archived mail is indicated by records with an inactive flag of Y. By default, archived
mail will not be visible irrespective of any date filter.
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How Do | archive an individual result?

To archive aresult , it must first be filed, all actions must be completed and there
must be no user alerts.

1.

2.

Right click on the message and s elect Archiving 1 Arch ive .

Print... Ctrl+P

et !

When prompted to confirm archive , click Yes.

Note: This is with the exception of electronic prescription messages in error
which can be archived when in error

Automatic Archiving - England

Mail Manager will automatically archive the following incoming messages as long as
they have been successfully acknowledged (i.e. with a status of = Sent or =
Complete ).

e ETP Messages
e Choose and Book/E -booking Messages
e PDS Update Messages

e GP Summary Messages

How to archive

Messages can be removed from the live database using File - Archive or you can
right click on an individual message and select Archiving  (see above) .

1. From Mail Manager, s elect File - Archive

2. From Date / To Date - You can select the date from which archiving should
start and the range it covers.

3. Incoming - By default, both incoming and outgoing messages will be
archived. Unchecking the Incoming box prevents incoming messages from
being archived.

4. Outgoing - By de fault, this box is checked. Unchecking the Outgoing box
prevents Outgoing messages from being archived.

5. Archive messages with outstanding actions - By default, this is

unchecked, which means that messages with outstanding actions will not be
archived. Checking the box allows messages with outstanding actions to be
archived as well as those without outstanding actions.
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6. Archive unassigned messages - By default, a message will not be archived
unless it has been assigned to a patient. By default the box isunch  ecked. If
checked, unassigned messages will be archived as well as assigned messages.

From D ate: ToDate: |09/07/2006 [+ Incoming I¥ COutgaing

™ Archive messages with outstanding actions | Archive unassigned messages

+ Archive only those meszages allocated to me & Archive all message types

" Archive all meszages to which | have rights

. ) " Archi Iy the fallowi i
" Archive messages allocated to the following people e A

s Eal
W W
Archive Canhicel
7. Archive only those messages allocated to me - By default, only those
messages allocated to the current user will be archived.
8. Archive all messages to which | have rig hts - Checking this will allow all
messages to which the user has rights (those appearing on the Staff tab) to
be archived.
9. Archive messages allocated to the following people - If this is checked,

then the multiselect list box below is enabled. You must se lect at least one
entry from this list. The list is mailboxes that you have rights to view.

10. Archive only the following message types . If this is checked, then you
can select from the list, and at least one entry must be selected.

11. Click Archive to startthe archiving process.

Archiving AMS Messages - Scotland

With the advent of ePharmacy (AMS), a large number of messages are being

generated by practices (usually one for each prescription printed). Vision Malil
Manager allows you to archive older messages and to view current messages in a
variety of ways.

Messages can be:
e Either complete, in which case they will be archived automatically

e Orincomplete, with a status of Transmission Error, which you need
to archive manually on at least a weekly basis.
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Autoarchiving of complete messages

From DLM 280 onwards, al/l 6Compl etebd messages will b €
within a few minutes of achieving that status. Compl e
from the Mail Manager =~ Message list pane and only being visibl e by clicking View -

Archive View.

If you are viewing the details of a particular message via the tabs near the bottom of

the main Mail Manager pane at the point at which it gets archived, clicking a new tab

will result in the details disappearing and being replaced by the legend Message no
longer va lid for selected filter . You would need to enter Archive View to see it again

(this view toggles on and off via the View menu).

Completed messages have run the full cycle: they have been sent successfully from

the practice via the message store to the phar macy; an acknowledgement received is
sent from the message store; the acknowledgement is processed through GPC in

Vision and matched up with the outgoing message.

How to archive incomplete AMS messages

To keep Mail Manager running at optimal speed and to keep the view from becoming
cluttered, we recommend that you archive manually any incomplete messages on at
least a weekly basis. Follow the steps outlined below.

Incomplete messages usually have a status of Transmission Error and occur if there

has bee n a break in the cycle of a complete message described above, or if the

message w as not sent in the first place, for example, if Mail Gateway remain s closed
for a length of time.

1. To archive messages within Mail Manager, click File - Ar ¢ hi vamée menu
bar. This opens the Archive Messages dialog.
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