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Mail Manager 

Getting Started and Mail Maintenance 

Mail Manager 

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

PMIP Pathology results. This application only supports Pathology  messages.   

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

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

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

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

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

Choose and Book messages and PDS updates.   

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

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

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

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

allocating to a clinician, filing  and actioning.  

 

Quick Reference Guides 

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

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

staff, clinicians, and system supervisors.  

 

Switching on Mail Manager 

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

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

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

 

Mail Maintenance 

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

Manager :  

 Staff Access -  Assigning rights to individual users for Mail Manager  

 Action Maintenance  -  Add and maintaining practice defined Actions.  

These are tasks or messages which are attached to incoming 

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

appointment.  

 Action Status -  Maintenance of Action status codes. These status 

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

to Completed Action.  They are practice definable.  

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

results from hospitals via SCI Stores.  

 

Staff Groups 

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

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

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

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

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

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

 

How do I access Mail Manager? 

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

 

Vision Messaging menu  

 

Startup option 

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

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

into Vision.   

As there will be a transitional period between switching from Mail 

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

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

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

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

Mailbox Startup .  

 

Click on 

Messaging ï 

Mail Manager  to 

access XML 

Pathology 
Messages  
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Switching in automatic Mailbox startup  

 

Current message types 

 

Application Acknowledgment  

Choose and Book messages  

Community Care Report  

Discharge Summary  

Electronic Prescription (ETP messages in 
England)  

ePharmacy messages (Scotland)  

GP2GP messages (Legacy Request, 

Patient Notes, Request, Request 
Acknowledgement)  

Hospital Report  

In Patient Report  

Investigation Report  

Investigation Request  

Mail from patient  

Message Withdrawal Notification  

OOH Patient Alert  

Out of Hours Report  

Out of Practice Report  

Patient Task List  

Pathology (England)  

PDS Updates  

Record Transfer messages 

(Acknowledgement, Rejection, Request, 
Request Rejection)  

Referral Request  

Summary Care R ecord (SCR) (England)  

SCCRS (Scottish Cervical Cytology Call -
Recall System)  

SCI -Diabetes Collaboration (Scotland)  

SCI Investigation Report (Scotland)  

SCI Stores (SCI pathology) (Scotland)  

Shared Care Update  
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The Mail Manager Interface 

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

Message Details.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Message Details  shows details of the hi ghlighted message.  

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

Header, Audit.  

Pathology results have a divided pane, with the result 

details showing on the right.  

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

Message List  across the top 

right contains a one - line summary 

of the currently selected message 

depending on what staff or 

patient is highlighted on the 

Folder List.  

The Read column is ticked if the 

message is Marked as Read.  

Right clicking on a message line 

gives several options.  

All columns are sortable by 

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

Folder list  is divided into Incoming 

Mail and Outgoing Mail.  

The tree -view pane down the left -

hand side can be expanded by 

clicking on  and collapsed by 

clicking on   

Here you see your own mail, and any 

mail to which you have access rights.  

There are ways to view messages on 

four tabs: Staff  (messages by staff),  

Actions  (messages with actions), 

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

 

Mail Manager Toobar  

Toolbar icons 

 

Back/Forward  -  These let you track back or forward 

through the messages you have already viewed.  For 

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

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

twice.  

 

Refresh ï Use the Refresh  icon if you want to refresh 

the screen manually. The interval for refreshment is set 

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

redisplays the screen with newly arrived messages, or 

newly copied messages, or hides message s if you have 

allocated messages to someone to whom you do not 

have rights to view mail, or hides messages now 

completed and read if you have the Active icon selected  

 

Actions  are pre -defined notes that can be attached to 

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

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

classed as either Frequent Actions or Additional Actions.  

For example, a Frequent Actions list may consist of:  

 

 

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

deselects all messages in this section, enabling  them to 

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

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

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

more messages.  See Ticked Option ï Processing Multiple 

Messages  on page 29  

 

Allocate  -  Messages that have arrived without a GP or 

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

of staff.  See  

Unallocated Mail  on page 31  

 

Assign -  Messages  that have arrived without matching 

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

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

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

Consultation Manager as attachments.  You can use Tick 

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

individually.  See Filing  on page 58 . 

 

If there are no messages ticked for selection or valid for 

filing, then the File icon appears greyed out.  

 

Mark as Read.  You can tick multiple messages and use 

this icon to mark the messages as read. Ideally a 

clinician should mark messages as read.  See page 37  

 

Print  -  prints the currently selected message.  See Print 

mail  on page 69 . 

 or  

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

this is displaying only active messages, ie those with 

uncompleted actions and those which are unread.  

Toggles with the All icon  

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

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

including those which are no longer considered active 

because the actions have been completed and the 

message has been read.  

 

 

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

 

ConMgr  -  Access to Consultation Manager  (see page 78 )  

 

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

Message List and Details pane to just displaying the 

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

7.  
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Display differently 

   

Mail Manager ï Incoming Mail  

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

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

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

effect.  

 

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

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

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

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

selecting View -  Folder List again.  

 

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

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

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

way.  

 

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

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

messages.  The Active icon has the same effect .  

  

Click on  to expand a 

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

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

Archiving )  

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

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

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

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

one or more messages.  See Ticked Option ï Processing Multiple 

Messages  on page 29 . 

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

Individual patient tab (see  Patients tab  on page 25 )  

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

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

 Maintenance  -  When ticked, introduces an Import menu option.  

 Exit  -  Close Mail Manager.  

 

Filter Menu 

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

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

shown.  

  

Mail Manager ï Filter menu  

 

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

View.  

The currently 

selected filter is 

shown in the 

heading line just 

beneath the tabs. 

By default, All 

dates, All Mail  is 

shown.  

 

 



Vision 3 Mail Manager  9 

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

Selecting by Date  

 a specific date range  

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

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

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

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

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

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

 

Selecting by type of mail  

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

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

displaying on the toolbar (see note below).  

 Unassigned Mail  ï Displays mail which has not yet been assigned 

or matched to a patien t.  

 Unallocated Mail  -  Displays mail which has not yet been allocated 

to a GP or recipient within the practice.  

 Flagged Mail  ï Displays mail flagged for attention  

 Outstanding Actions  ï Displays mail with actions set by the 

current user which have not been c ompleted.  

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

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

mailbox  

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

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

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

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

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

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

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

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

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

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

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

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

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

 

 

 

Actions -  Display a list of 

Frequent Actions and add to 

currently selected message 

(see Adding Actions  on page 

42 )  

 

Add User Alert  -  Place yellow 

flag  against message as an 

alert (2nd column from left in 

Message List pane) (see  page 

63 )  

Remove User Alert  -  Remove a flag added as 

a user alert (see  page 64 )  

 

Remove duplicate status ï On a duplicate 

message marked , which is the duplicate 

copy of an original message already received 

(they will have the same message reference), 

you can remove the duplicate status then 

archive the copy (see Duplicate Messages  on 

page 69 ).  

 

Allocate  -  For an incoming message that has 

not been allocated to a GP or other staff 

memb er, you can allocate the message to a 

suitable recipient (see  page 31 )  

Re - Allocate  -  You can re -allocate a message 

from your own in - tray to another staff member 

(see  page 33 )  

 

Assign  -  An unassigned message is marked * 

and has not been matched t o a patient.  Right 

click and assign to a patient using the normal 

Select Patient routine (see Assigning patients  on 

page 38 ).  

Re - Assign  -  Re-assign a message already 

assigned t o a patient, to another patient.  

 

File All  -  File all parts of a pathology message 

manually into the patients' records in 

Consultation Manag er (see Filing  on page 58 )  

File Abnormal  -  File only the abnormal results 

of a  pathology message  

Consider Filing Complete  -  If you have only 

partially filed a message, either some of the 

results or File Abnormal, you need to select 

Consider filing complete  FOR EACH MESSAGE 

so the system knows that that message is 

complete.  See page 60  
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Edit Filed Item / Delete 

Filed Item -  currently 

disabled  

 

Mark as Read  -  Mark 

message as having been read 

by the recipient  

Mark as UnRead ï Mark a 

read item as  unread.  

Mark as Complete  ï Mark a 

message as complete if you 

are not adding any action.  

 

Message Menu  

Hold Message ï For outgoing 

messages and currently 

disabled  

Remove Message -  For 

outgoing messages and 

currently disabled  

Reactivate Message -  For 

outgoing messages and 

currently disabled  

Reactivate as held -  For 

outgoing messages and 

currently disabled  

Reprocess -  For outgoing 

messages and currently 

disabled  

 

Cancel/Supersede  -  An XML 

Pathology result can be 

marked as Cancelled  /  

Superseded if a sub sequent 

message has updated the 

original.  See page 64  

 

Copy Message  -  copy 

message to another user (see  

page 67 )  

Delete Copy  ï Delete a copy 

of a message.  

Delete Message  -  Delete the 

selected message  

Withdraw message  

 

View Messages for Patient  -  List all the 

messages for that patient on the Individual 

patient tab (see page  25 )  

View original  ï For a copy of a message, view 

the original message.  

Patient Details  -  View contact number and 

address of patient  

 

Print ï Print a message  

Archiving -  remove messages permanently 

from Mail Manager (see Archiving  on page 71 )  

Sub - menu of Archive:  Recover from 

Archive  -  Retrieve message from archive file  

 

Consultation Manager -  Link into Consultation 

Manager to the currently selected patient's 

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

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

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

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

to spread across the screen.   

 

Mail Manager -  Incoming Mail  

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

Mail.   

 

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

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

List full screen.  

 

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

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

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

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

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

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

be displayed.  

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

List.  

 

Show Patient Mail 

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

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

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

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

 

Example of Clinicians Mail Manager view  
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Options (Tools) 

Message tab 

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

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

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

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

These options apply only to the person currently logged on.  

 

 

 

 

 

 

 

 

  

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

performs this manually  

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

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

administrative staff . 

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

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

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

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

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

Services -  ETP, 
GP2GP, PDS Updates, 

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

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

system manager can make changes here.  

 

 

 

 

 

 

 

 

  

If Autofiling  is 
checked, messages will 

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

actioned etc within Mail 

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

Display Result on Tab  
lets you choose what is 

displayed on the tabs 
for pathology results, so 

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

header is shown, eg 
Blood.  

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

Use System date 
for filing -  If  this is 

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

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

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

Scotland.  

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

messages.  

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

Download.  

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

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

can still be viewed and actioned in Mail Manager.  

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

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

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

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

Board . 

 

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

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

that messages are filed automatically into patient records.  

 

 

Tools -  Options ï Autofiling  

  



18 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.   

 

 
 

 

 

 

 

 

 

 

The Folder List has a tree - like hierarchy, 

expanded by clicking on :  

Incoming mail  ï 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  ï Your mail.  

 

Unread mail  ï Mail you have not yet 

read.  

 

 Message Type  ï Each message is 

grouped by message type, e.g.  Out 

of Hours Report  

 

 Patient  ï The patie nts are listed 

under each message type.  

 

 Read mail  ï Mail you have read.  

 

 Message Type  ï Messages 

grouped by message type  

 

 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  -  All messages leaving 

the practice
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This Folder List shows no actual message data.  Which messages are shown is 

determined by a date filter, set from the Filter Menu  (see page 8) , and only 

messages in this date range are displayed .  

 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.   

 

Message List view (Staff tab) 

Selecting a line in the left -hand Folder List , lists all the relevant messages in the top 

right Message List pane.  Thus clicking on Read  displays all messages which have 

been read; clicking on Discharge Summary  shows all discharge summaries; and 

clicking on John Smith  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 .  

 

 

Mail Manager -  Staff tab  

All columns hav e full sorting capabilities, by clicking on the column header.   

1st column 

from left -  
whether 
ticked  for 
selection  

2nd column from 
left -  user  alerts  

 set by a user 

in your practice;  
3rd column from 
left -  system 

alerts   set by 
sender  

Read  column -  
ticked if mail 
has been read. 
If unread, no 
tick and line 
remains bold. 

Either mark as 
Read 
automatically by 
lingering (see 
page 14 ), o r 
right click and 

Mark as Read.  

Filing  status -  
4th column from 
left -  shows 

whether filed , 

or partially filed 

, or unfiled 

, or autofiling  

failed  



20 Vision 3 Mail Manager  

 

Mail Manager ï Sorted by Date  

 Received /Sent -  Received column for incoming messages, and 

Sent  for outgoing messages -  This shows the date and time of the 

message.  

 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.  

 Patient Name . This column is context - independent, i.e. it appears 

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).  

 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.  

 Copy . In the Copy column, No indicates the message is not a copy.  

If it is a copy, it is either Public (and you c 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).  

 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.  

 From/To  depending on context.  

 Message Reference -  this is unique.  
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Message Details View 

If you click on a message in the top right -hand Message List view, the details of the 

message are shown in the bottom right -hand pane.   

The contents of the Message Details View , depends upon the processing type of the 

message  eg OOH S ummary, pathology result, Discharge summary etc .  

 

Pathology result 
 

 

 

 

 

 

Message details of a pathology message  

 

 

 

 

 

 

 

 

 

 

 

  

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  

You have right 

click menu options 

in the right -hand 

pane: to file, add 

folder notes, add 
results notes etc.  

The blue header 

lines, such as Serum 

lipids, can be 

collapsed to hide the 
details beneat h.  

The text of any folder 

note is shown at the top 

of the right -hand pane. 

Any result notes are 

shown under the result 

and marked . If the 

result is abnormal, the 

icons are combined  
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Discharge Summary 

 

Message details of a discharge summary  

 

For All Messages 

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.  

 

Mail Manager ï Result highlighted  

Use the right 
click menu 
options within 

the result 
details to file, 
add notes etc.  
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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:  

 Status  -  The current status of the action as described under 

Adding Actions  (see page 42 )  

 Action By  -  The person responsible for carrying out the action  

 Action Text  -  The text of the action  

 Set By  -  The name of the user who set the action  

 On  -  The date and time that the action was set  

 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.  

 

Mail Manager ï Result ï 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.    

 

Header tab  

 

Audit tab 
This displays the audit  trail for this message.  

 

Mail Manager ï Result ï Audit tab  
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Patients tab 
The Patients tab in the left -hand Folder List pane lists the patients with messages 

within the filter selection.  Receptionists will most likely work primarily from the 

Patients tab  and it is the default view for a non -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 (c lick on Patients tab).  

 

Mail Manager ï Patient tab highl ighted  

,  

Example of Incoming Mail ï Patient selected  

 Use the Find or F3  facility  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 way to toggle between the patientôs 

currentô messages and all messages.  
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 On the Patients tab , start typing the patient's surname and 

forename, e.g.  sm jo  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 details.  

For example, patient Rita Cooper has  two messages about her -  a test 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 :  

 Use the right click context -sensitive menu options.  

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

the screen.  

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

turn.  

 

 

Mail Manager ï Result right click menu  
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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 ï Processing Multiple 

Messages  page 29 ).  

1.  Allocate the result to a user if necessary   

Messages are automatically allocated to the patientôs usual GP where the 

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 a m essage which has 

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

resident patient, you are prompted with: ñWarning: this message is assigned 

to an inactive patient.ò 

 

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 

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  

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

All .  

 Or partially file the message if pathology, (e.g. right click on message, 

and select File Abnormal ) AND mark the result as Consider Filing 

Complete .  Note , the re  are other ways t 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 .  

 Alternatively,  if no filing is required,  mark the result as 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:  

 Either add one or more actions  

 Or if no  action is required, you are able to 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:  

 Active  -  the result has not been filed and actioned.  

 Complete (or Inactive)  -  the result has been filed and actioned.  

 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 ï Processing Multiple Messages 

Within Mail Manager,  you are able to apply the following processes to multiple 

messages at the same time.  This i s done from File ï Ticked or by selecting Ticked  

from the  relevant  icon on the toolbar.  

 

 

 Action  

 Allocate  

 Assign  

 File All /File Abnormal  

 Mark as read  

 Consider filing complete  

 Print  

 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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1.  Select the required 

me ssages by ticking the 

select boxes next to them 

or using the Tick icon 

 

 
 

 

2.  Click on File ï Ticked  

and select the required 

function you would like to 

perform on the selected 

results.  

 

 

3.  In this example,  we have 

chosen to Action the two 

ticked messages, so you 

will be taken to the Action 

screen to select the 

Action and the person 

who should carry out the 

action.  

 

 

4.  Once the required process 

has been performed on 

the ticked messages, you 

will be prompted with a 

confirmation that the 

selected bulk action 

process has been 

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 ï Ticked option or the 

relevant icons on the toolbar.  
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Unallocated 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 allocate mail to the patientôs usual GP. 

 

Mail Manager ï Unallocated Mail  

 

 

 

 

Note:  A result does not need to be allocated to a particular user before it 

can be processed.  

 

Why canôt I see any unallocated mail? 

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 I allocate a result? 

To allocate an unallocated result :  

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

2.  Select Allocate.  

3.  This displays the Allocate Message to Staff  screen.  

4.  Select a staff member  

5.  Click OK .  

 

If there is a blank space in the Staff column or a misspelt GP or 

nurseôs name with an asterisk *, the message is unallocated. Right 

click on the message line, select Allocate , and select the correct 
recipient.  

Select a member 

of staff. Then 
Click OK. 
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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,  as a Vision user or they have had their Security rights to Mail 

Manager removed), you are not able to allocate messages to their Mailbox,  as it will 

not be available for selection from the Allocate Message to Staff screen.  

 

 

 

Why canôt I allocate unallocated mail? 

It is 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 Insufficient rights message  

Rights to view mail are  set up in Control Panel -  Mail Maintenance -  Staff Access  

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

 

Iôve allocated mail but canôt see the result details 

The result is allocated to the staff member you select.  If you have insufficient rights 

to view that staff me 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.  

 

 

In this example, 

Allison Hill does 

not have any 

rights to Mail 

Manager. 

Although she 

has a Mailbox, 

you can see that 

she cannot be 

selected for 

message 

allocation from 

the Allocate 

Message to 
Staff screen.  
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Can I allocate mail to a group, rather than an individual? 

You cannot allocate an original pathology result to a group -  it must be allocated to 

an individual.  Only copies of results and actions can be allocated to a group.  

 

How do I Reallocate Mail? 

Mail can be reallocated to another staff member at any time. Reallocation can only be 

performed by the cur rent óownerô of the mail item. A copie d result cannot be 

reallocated.  To reallocate:  

 

1.  Right click on the result and 

select reallocate.  

 

 

2.  Choose the individual or group 

you would like and click OK.  

 

 

 Once a result has been reallocated, it will disappear from the 

previous ownersô in - tray and appear in the new ownersô in - tray.  

 Reallocation automatically resets the status of the result to 

óunreadô.  

 All reallocations are audited.  

 

  



34 Vision 3 Mail Manager  

 

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.  

 

Mail Manager ï 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 I find unassigned patients? 

Either  look down the patient column for patient names with an asterisk . 

 

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

Dates.  

 

 

Mail Manager ï Filter Menu  

 

 

To view 

unassigned 

patients, Click 

on Filter  then 

select 

Unassigned.  
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Why do I need to assign unassigned patients? 

Messages about unassigned patients will not file into Consultation Manager.  You need 

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

filed in their patient record.  

 

How do I assign a patient? 

To assign a patient:  

1.  Right click 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:  

 Either 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 .  

Click OK once the required patient has been selected.  
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What should I do if a result 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.  

 

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 .  

 

4.  When prompted with the following result, click Yes  for the result to be stored 

in the system archive.  

 

 

  

To print a 

copy of the 

message. 

Right click on 

the message, 
select Print .  To mark the 

message as 

read. Right 

click on the 

message, 

select Mark 

as read.  
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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 :  

 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 

options in 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 default is 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.  

 Manually mark a message as read by ticking in the check box in the 

Read column on the Message List view.  You c an leave the default 

unchecked in Tools -  Options.   

 Right click on a message and select Mark as Read .  

 Mark a number of messages as read  by ticking  (see page 29 ).  

I f 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 

icon  displayed on the toolbar, and not the  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.  

 

 

To find unassigned mail 

On the folder list, expand the tree immediately below Incoming Mail.  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 ï 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 userôs mail to which you have rights. In this model, unallocated mail 

(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:  

 When attempting to file an unassigned message, the filing 

operation is disabled.  

 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.  

 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 

View, and click on the Assign  icon , then ticked.  

 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  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 

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.  A list 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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ómatched on sexô column so as to demote all male patients that may appear 

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.  

 

 

Assign a  patient  

 

Re-assign a patient 
It is also possible to re - 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.  If the 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 a patient -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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 An action has bee n made , but not completed e.g. óMake an 

appointment for this patientô. In this case,  you are given the option 

to remove the action.  

 An action has been made and completed e.g. the appointment has 

been made -  in this case a stronger warning is given.  

 An óimmediate actionô has been performed. This is an action such 

as switching to Consultation Manager using the patient details. In 

this case, no information is recorded in the action list but the 

patientôs data may have been compromised. The warning dialog 

always contains a message to the effect that óClinical information 

may have been recorded against the currently assigned patient on 

the basis of this messageô whether or patient-specific actions exist. 

An option is provided to invoke Consultation Manager fo r that 

patient at this point.  

 

 

Re-assigning a patient  
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Adding Actions 

How do I 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 .  

 

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:  

 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.  

 Action By  i.e. who the action should be completed by (either a 

group or individual).  

 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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Text  -  This repeats 

the text of the action, 

e.g., Pt to make 

Appointment . When 

the person carrying 

out the action returns 

to edit the Action 

they can also add 

free text here.  

Code  -  If you 

selected a specific 

Action from the right 

click menu, this will 

be filled in 

automatically. If 

blank, select from the 

dropdown list. 

Additional actions c an 

also be chosen from 
here.  

Action By  -  This means 

Action to  be performed  

by, i.e. the person or 

group responsible for 
carrying out the action.  

Patient Specific  -  This 

box is checked if the action 

is patient specific, e.g. 

Patient to make an 

appointment.  Most actions 
are patient -specific.  

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 

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.  
 

Complete  -  This box is unchecked 

until the action is edited and the 

person carrying out the action 
checks it.  

Set by  -  the person 

adding the action 

and the date the 
action was set.  

Date  -  This is 

optional -  type in the 

expected  date of the 

action.  

 

Status  -  Select the 

current status, e.g. 

initially Newly 
Actioned.  

Patient name, address 

and contact numbers  

are shown here.  
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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.  

 

 

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.  

 

 

Free  text in Add Action ï Mail box in Mail Manager  

The selected action 

appears here.  
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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:  

 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.  

 Copying  mail .  

 

How do I add more than one action? 
Mail Manager allows you to enter one or more actions against a message which can 

be allocated to different individuals or groups.  To add more than one action, repeat 

the same process as adding an action.  All of the actions attached to the message are 

shown in the actions tab:  

 

Mail Manager ï Result ï 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 I 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 -selecting the correct action will result in the message having two 

actions.  It is advisable that a completing Action Status of ñAction Added by Mistakeò 

is created in Control Panel; this is normally accessible to System Administrators.  If 

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 her 

action.  
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How do I check if the messages I have actioned are still outstanding? 
You can check if the actions which you have assigned to a message are still 

outstanding:  

 

1.  Click on the Staff  tab in 

the left hand pane.  

 

 

 

2.  Click on Filter ï 

Outstanding Actions . 

 

 

 

 

3.  The actions you have 

created that have not 

been completed will be 

displayed.  

 

 
 

 

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 . 

 

  

Click on the 
Staff  tab.  

Select Filter ï 

Outstanding 

Actions . Note 

that you can 

also apply a 
date range.  



 

Vision 3 Mail Manager  47 

 

How do I 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.  

 

 

 

Note:  You cannot apply date filters to the  Actions view . 

  

Messages and their 

actions are 
displayed here.  

Click on the Actions 

tab to view messages 

with actions that are 

for you or your 
group.  



48 Vision 3 Mail Manager  

 

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 I search for a patient result in Mail Manager? 
To search for a patient result in Mail Manager:  

 

1.  Click on the 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 . 
 

 

  

Click 

on 

Find .  
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How do I complete an action in Mail Manager? 
Once you have found the patient, to complete an action:  

1.  Select the relevant  result.  

2.  Click on  the  Actions  tab  in the message pane.  

3.  Tick  the box next to edit  to complete the action .  

 

4.  Click Yes to Confirm Completion . 

 

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 . 

Select Actions  then 

tick the box to 

complete the action.  

 

 

 

Click on 
message.  
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Left hand side of Mail Manager ïIncoming Mail -  Actions  

3.  Click on the Actions  tab  within the message pane and tick  the box next to 

edit  to complete the action . 

 

Mail Manager ï Incoming Mail ï Result ï Actions tab  

4.  Click Yes to Confirm Completion . 

 

Mail Manager confirmation screen  

Select 

Actions  

then tick 

the box to 

complete 
the action.  

Click on 

the 

Actions 

tab  and 

selec t the 
message.  

Look for 

any free 

text added 

to the 

result 

which 

show in 
green text.  
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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 ated 

to which is normally the usual GP.  

 

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 t 

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

 

Mail Manager ï Result ï Action tab  

 

What happens to the result when I complete the action? 
When an action is  completed and marked as read , it is considered to be an inactive 

message and disappears from the message list.  

If you would like to view the inactive messages:  

1.  From the Staff tab click on the Active button  which toggles between an 

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

preferences.  

 

Mail Manager  

 

  

Click on the 

Actions tab and 

click the boxes 

next to edit to 

complete each 
action.  

Messages with 

completed 

actions appear 

with a line 

through the 
action.  

Click on All  

to be taken 

back to the 
active view.  
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How do I 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 

Patient  in 

Consultation Manager.  

 

 

 

 

 

2.  Click on the 

Outstanding Actions  

tab.  All results with 

outstanding actions will 

be displayed.  

 

 

 

 

 

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 

Outstanding Actions  

tab.  

 

 

 

4.  The newly completed 

action can now be seen 

under the Completed 

Actions  tab.  

 

 

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 

text t 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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I have tried to complete action in Consultation Manager but the ñComplete 
Actionò button is inactive ï what should I do? 
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 . 

2.  Click on  the result  and select view result.  

 

Mail for Patient screen  

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

 

Action tab  

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

5.  Click Yes  to confirm completion.  

 

Confirmation message  

 

  

To complete a 

result with 

multiple actions 

click on the 

result then 

select view 
result.  

Click on the 

Actions  tab 

and tick the 

box next to 

edit  to 

complete the 

required 
actio n.  
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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 I 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.  

 

Add Action screen  

 

1.  Click on the Actions  tab.  In the 

bottom pane of a selected 

message.  Click on edit  which will 

display the Update Action  

screen.  
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2.  From the drop down list , select a 

relevant action status.  Click OK.  

 

 

 

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

1.  Click on the View Mail 

for Patient  in 

Consultation Manager.  

 

 

 

 

2.  Click on the Outstanding 

Actions  tab.  All results 

with outstanding actions 

will be displayed.  

 

 

3.  Click on the appropriate 

result, then click on the 

View Result  button.  
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4.  Click on the Actions 

button and select relevant 

message to update.  

 

 

 

 

5.  Click on Update .  

 

 

 

6.  Select Action Status  

from the drop down list.  

 

 

7.  Click OK  to save.  

 

 

 

 

  

Click on the 

Actions  

button.  
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How do I view action status? 
To view action  status in Consultation Manager:  

 

1.  Click on the View 

Mail for Patient  

in Consultation 

Manager.  

 

 

 

2.  Click on the 

appropriate result, 

then click on the 

View Result  button.  

 

 
 

3.  Select the Actions  

button.  The action 

status is under the 

heading ñStatusò. 
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Filing 

Autofiling 
 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.  

 Autofiled  messages will be unread, until marked as read.  

 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.   

 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.   

 

File icons 
The fourth column from the left on the Message List View is the filing status.  This is 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 ï 

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 file a message:  

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

Highlighted .   

 or tick the checkbox on the message line on the far left of the 

Messages List view, click on File -  Ticked .  

 or right click and select File All  

 or  double click on the message line.  You will be asked: Do you wish 

to file this message? Yes/No .  Answer Yes.  

 

 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    or  , so the result will be  partially filed  .  You 

need then to right click and select Consider Filing complete   to finalise the 

message.  The message will then be complete  even if by choice some normal 

items have not been filed.  

On a multi - 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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 To file sev eral messages, click on  and either select Tick All 

(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.  

 Selectively tick one or more messages to be filed, and select File -  

Ticked -  File  All , or click on the File  icon  -  Ticked -  File  

All .  

 To file an individual message, right click on the message line in the 

Message list pane and select File All  (or if 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 . 

 

 

 

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  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:  

 File -  Ticked -  Consider Filing Complete ,  

 or click on the File  icon  -  Ticked -  Consider Filing 

Complete .  
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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 of a multi -

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 I Assign 

Read codes?  on page 65 )  

 

 If the result line needs valid Vision units (see  How do I 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 details, 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 I add a note to a result? 

In eff ect,  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 . 

 

Result Note 

A Result Note is free text  which  can be added to a n individual  result line. The text 

added is shown beneath the result line toge ther with the author, date and time.  

 

1.  With the Pathology 

tab showing, poi nt to 

the result line which 

needs the note. Right 

click and select 

Result Note .  

 

 

2.  Type the note in free 

text in the Result 

Note window and 

click OK.  

 

3.  The note appears in 

green with a full audit 

trail.  
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Folder Note 

A Folder Note is a free text note which is added to the entire result.  

 

1.  Right click on the 

pathology result in the 

bottom pane and select 

Folder Note.  

 

2.  Type the note in free 

text in the Folder Note  

window and click OK.  

 

3.  The text of the Folder 

note is displayed at the 

top of the right -hand 

pane of the message 

details, with a full audit 

trail.  

 

 

How do I set a user Alert? 

User alerts mark the result  with yellow flags  which shows the result is important.  

To set a User Alert :  

 

1.  Right click on the result and 

select Alerts -  Add User 

Alert .  

 

 

 

2.  The result is now marked 

with a yellow flag . 

 

The text of the 

note, who added 

it and the date 

are shown under 
the result line.  
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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 -  Remove User Alert .  

 

 

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

own and those for which they hav e the relevant Staff Access rights.  

 

What are System Alerts? 

System alerts ,  often with red flags . 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.  

 

 

How do I Cancel/Supersede? 

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

Cancel/Superseded  if a sub sequent message has updated the original.  

 

1.  Right click on the result select 

Message ï Cancel/Supersede  

 

2.  The status will show as 

cancelled/superseded  with the 

icon   
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How do I 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.  

 

 

1.  Right click while pointing to this line and select Assign Read code .  

 

 
 

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

code.  Click OK.  

3.  At th e Description Translation  screen, the Read code you selected is shown 

at the top -  use the Change  button if you want to change the selected Read 

code.  The provider description is shown in the window.  If you choose Add to  

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.  

 

  

A result line 

with no Read 

code.  

To assign a 

Read code, 

right click on 

the message 

and select 

Assign 
read code.  
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How do I 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.  

 

 

 

1.  Right click on the resu lt line under Observations  select Assign Valid Units.  

 

2.  At the Unit Translation  screen, select a valid Vision unit.  

 

 

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 I 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.  

 

1.  Right click on the result and 

select Copy Message  

 

2.  On the Copy Message  screen, 

select the group or individual 

to whom you want to copy the 

result. Click OK.  

 
 

 

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

 

Note the following: -  

 Copying a message uses a system of copying óby referenceô In 

other words;  there is only ever one instance of a particular 

message. For each of the copied items, there is an entry in the 

appropriate userôs in-tray but this merely references the original 

message in the message ownerôs intray. 

 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 

example, a change to the  Actioned flag is reflected in all headers 

relating to a copy of that item.  

 Items 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.  

 A message may only be copied by the owner of the message. It is 

not possible to send a copy of a copy . 

 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.  Go t o Mail Maintenance , and select the Staff Access  tab.   

2.  Right click on Dr A.  

3.  Select Add .  

4.  On the Access Rights -  Add screen , select the user (Dr B) to whom Dr A is 

to have access.  

5.  If it is for an unlimited period, just click OK .  If it is for a set period, suc h as a 

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.  Go to Mail Maintenance , and select the 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 

the messages you want, e.g.  1 day, All Mail.  Click on  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.  

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 the ñcopyò that was received after the 

original  and  then archive the copy.   

 

 

 

Right click on a message with a red duplicate messag e icon, or click to highlight then 

select Message ï Remove Duplicate Status .  

 

Duplicate Message Warning  
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You are warned:  This message is potentially a duplicate of a message already 

received.  You may view the original message by selecting ñView Originalò from the 

right -mouse menu.  You are recommended to press No if you are unsure whether this 

is a duplicate or not.  If the message really is a duplicate, you are advised to archive 

it.  

Do you wish to proceed with the selected action on this potentially duplic ate 

message?  Yes/ No  

 If you answer No , and if you are not sure,  it is a duplicate, the two 

messages remain, both with the duplicate status icon.  

 If you answer Yes , the duplicate status icon is removed from the 

message you clicked on.  You can then right cli 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 Assign , you  are reminded that this is the duplicate copy, and it 

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

 Answering No  cancels the action.   

 Answering Yes  means the Assign Patient  screen is shown -  and 

you can assign the duplicate copy.   

However, it ma kes much more sense to assign the original.  Right click on the 

message;  select View Original  so that the original message becomes the focus.  

Then right click on this and select Assign  (see Assigning patients  on page 38 ).  Then 

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 that is 

missing a name in the Staff column, and select Allocate, in order to allocate a GP or 

staff member to the message.  Again, it makes much more sense to assign the 

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

message becomes the focus.  Then right click on this and select Allocate. Then 

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

 

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:  

 You can filter from display all me ssages considered 'complete'.  This 

is done by toggling the  /  Active/All icons so that the 

Active  icon is displayed, ie only display active messages.  

 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:  

 The message must be read  

 There must be no outstanding actions on the message  

 The message must be at least 30 days old (from date of receipt ) 

(though you can amend this period, the minimum being 30 days)  

 The message must not have a user alert.  

 You cannot archive unallocated messages  

 You cannot archive messages with the last completed action less 

than 7 days old  

 

On archiving, all qualifying records are marked as óinactiveô. Note that for a copied 

item the alert flag may be set independently from the master record in order to ókeep 

it liveô for that particular user. It is 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 I archive an individual result? 

To archive a result , it must first be filed, all actions must be completed and there 

must be no user alerts.   

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

 

2.  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 ) .  

 ETP Messages  

 Choose and Book/E - booking Messages  

 PDS Update Messages  

 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 is unch ecked.  If 

checked, unassigned messages will be archived as well as assigned messages.  

 

 

 

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 I 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 start the  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 Mail 

Manager  allows you to archive older messages and  to view current messages in a 

variety of ways.  

Messages can be:  

 Either complete, in which case they will be archived automatically . 

 Or incomplete, 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, all óCompleteô messages will be archived automatically 

within a few minutes of achieving that status. Completed messages will ñdisappearò 

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 -  Archiveé on the menu 

bar. This opens the Archive Messages dialog.  
















