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User Enhancements – 
Release 2 

What’s New 

Patient Select Enhancement 

 Communication Details – When selecting a patient the Select Patient screen 

now displays the address, home, business, mobile and email details at the 

bottom of the page. See “Communication Details” on page 4. 

Consultation Manager Enhancements 

 Future & Recent Appointments Link – Select the icon from the 

Consultation Manager Toolbar, to view all past appointments in the last month 

and all future appointments for the patient. See “Future and Recent 

Appointments Link” on page 5. 

 Therapy Inactivation/Reactivation Reason – When 

Inactivating/Reactivating therapy you can now select a reason from a pre-

defined list. The reason can be viewed from the therapy tab, journal or 

problems (if attached). See “Therapy Inactivation/Reactivation Reason” on 

page 6. 

 Therapy Re-print Reason – When re-printing therapy, select a reason from 

the pre-defined list. The reason can be viewed from the therapy tab, journal 

or problems (if attached). See “Therapy Re-print Reason” on page 9. 

 Prescribing Changes for AMS/CMS – Scotland Only – Cancelled reasons 

are now selected from a pre-defined list. When editing AMS details select a 

reason from a pre-defined list. See “Prescribing Changes for AMS and CMS– 

Scotland” on page 11. 

 Alphabetical Vision User lists – All Vision user lists are now sorted 

alphabetically by surname. See “Alphabetical Vision User Lists” on page 18. 

 DXS Changes 

 Toolbar Resizing – The toolbar is compacted. See “Toolbar 

Resizing” on page 19. 

 Therapy Prescribing Changes – All Vision prescribers are 

now able to use DXS to prescribe. See “Therapy/Prescribing 

Changes” on page 20. 
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 Leaflet/Illustration Changes – DXS has mapped all 

leaflets to the relevant advice given read code. Printing the 

leaflet adds the appropriate advice given entry in the patient 

record the revision date and version number is also 

recorded. Illustrations and leaflets can be filed as 

attachments. See “Leaflets/Illustration Changes” on page 

21. 

 PCO Services – This subscription service enables your PCO 

to display local information, guidelines and drug formularies. 

See “Primary Care Organisation (PCO) Services” on page 22 

 Isabel - Isabel is a diagnostic support tool provided by 

Isabel Healthcare via DXS See “Isabel” on page 23. 

 Other DXS Changes – See “Other Changes” on page 24. 

Appointments Enhancements 

 Patient Demographic Details – Patient details can now be viewed by 

clicking on a patients name in an appointment book, the patients name, NHS 

no, communication numbers are displayed in a popup window. See “Patient 

Demographic Details” on page 25.  

Referrals and Correspondence Enhancements 

 Default Referrals Enhancement – The Default Referrals tool has been 

updated to enable a referral template to be specified for the referral. When 

the default referral is then used the template letter is automatically created. 

See “Default Referrals Enhancement” on page 26. 

 Mail Merge Changes – When generating recalls in Patient Groups, the event 

can be recorded in the patient record. The correspondence can also be filed 

into the Correspondence SDA in Consultation Manager. See “Mail Merge 

Changes” on page 31. 

 New Merge Fields – Numerous new merge fields are now available to add to 

Patient, Recall and Referral template letters. For example, you can add the 

last height, weight and BMI records, or the last cholesterol. See “New Merge 

Fields” on page 34. 

Registration Enhancements 

 Alternative Correspondence Address – You are now able to record an 

correspondence address for the patient in Registration. This is then used for 

all patient communication. See “Alternative Correspondence Address” on page 

36. 
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Mail Manager Enhancements 

 Appointment Link – This is now updated to and now displays all 

appointment booked in the future and all appointments in the past month. 

See “Appointments Link on page 42. 

 Bulk Copy Message – Messages can now be copied to a pre-defined staff 

group. See “Bulk Copy Message” on page 42. 

 Displaying Add Action Screen – For frequent actions that are commonly 

used, it is now possible to add the action directly without viewing or using the 

Add Action form. See “Displaying Add Action Screen” on page 43. 

 Redirect Messages – Mailboxes can now be redirected to other recipients, 

this can be defined for a specific period, or be unlimited, for example whilst a 

GP is on holiday. See “Redirect Messages” on page 44. 

Registration Links 

 Quarterly Archive Storage – When running a quarterly or interim archive it 

is now possible to change the location the files are saved to. See “Quarterly 

Archive Storage” on page 47. 
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Patient Select Enhancement 

Communication Details  

In order to make patient communication details more accessible, from the Select 

Patient screen throughout Vision you can now view the following details (if recorded) 

when a patient is highlighted: 

 Home telephone number(s) 

 Business telephone number(s) 

 Mobile telephone number(s) 

 Email Address(s) 

NOTE – All current communication details with an unexpired valid 

period are displayed. 

 

Select Patient 

 

Reminder – How to Add Communication Details 
Communication details can be added in Consultation Manager – Patient Details – 

Registration or Vision – Registration from the Personal or Address tabs. Type 

the number in the Contact box and select a Type of Contact from the drop-down 

list, enter dates in the Valid Period boxes if required then click OK to finish. 

 

Communication – Add 

Warning – Do not use the Communication Contact box for free text 

messages. 
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Consultation Manager Enhancements 

Future and Recent Appointments Link 

To make it easier to see booked appointments for the selected patient in Consultation 

Manager, we have added a future and recent appointment button to the Consultation 

Manager Toolbar: 

 

1. With the patient selected, click on the Future and Recent Appointments  

icon. 

2. All appointments booked in the future and any past appointments in the last 

month are displayed. 

3. The details include: the date and time of the appointment, which 

Clinician/Clinic the appointment is with and any comments added when 

booking the appointment eg Blood pressure check up. 

 

Future and Recent Appointments 

4. Click Close to finish. 

 

If the patient has no previous appointments in the last month and no future booked 

appointment(s) you are prompted: “(Patients name) has no future appointments”. 

Click OK to close. 

 

No Future Appointments 
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Therapy Inactivation/Reactivation Reasons 

You can now select a reason for inactivating or reactivating a therapy item from 

Consultation Manager – Therapy.  

NOTE – EPS2 repeat masters are now inactivated using this new 

process.  

CMS repeat masters have also been updated to use this new process 

after answering the following prompt: You have elected to inactivate 

one or more CMS Items. It is not possible to reactivate CMS Items. Are 

you sure you wish to inactivate the selected CMS Item(s)? Click Yes to 

proceed and follow the Inactivate Therapy process. 

 

Enabling Therapy Inactivation/Reactivation Reasons 
This facility is turned on by default. To turn this function off: go to Vision – 

Consultation Manager – Consultation – Options - Setup, select the Therapy 

tab and tick the option at the bottom of the form. Remove the tick to switch this 

facility off. 

 

Consultation Manager Setup – Therapy 

Access to this function is determined in Vision – Security – Global (by default this 

is set to System Managers, for RBAC the settings map to the business function 

B0062 Local System Administration). 

 

Security - Global 
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Inactivate Therapy 

1. Go to Vision – Consultation Manager, select the patient. 

2. Click the Therapy  tab and select Repeats. 

3. Select the item(s) to be inactivated and click the Inactivate Repeat  

button. 

4. The Inactivation Reason window is displayed, select a reason from the list, 

the options are: 

 Patient has recovered 

 Patient moved to more suitable drug 

 Drug has been discontinued 

 Drug not available 

 Advised by Hospital 

 Advised by other agency 

 Adverse effect/intolerance 

 Drug switch programme 

 Patient decision 

 Other 

Additional text can be added in the available free text box (max 350 char). 

NOTE – Additional text is Mandatory if Other is selected. 

 

Inactivation Reason 

5. Click OK, to save and close.  
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Reactivate Therapy 

If the therapy item is reactivated you are now prompted to record a reason for this. 

1. Go to Vision – Consultation Manager, select the patient. 

2. Click the Therapy  tab and select Repeats. 

3. To view the inactivated therapy, remove the filter inactive repeats  (if 

applied), inactivated therapy is now displayed. 

 

Repeat Therapy – Inactivated items displayed 

4. Select the required item(s) and click the Reactivate Repeat  button. 

5. The Reactivation Reason window is displayed, select a reason from the list, 

the options are: 

 Previous condition has re-occurred 

 Requested by Hospital 

 Requested by other clinician 

 Drug now available 

 Patient decision 

 Inactivated in error 

 Other 

Additional text can be added in the available free text box (max 350 char). 

NOTE – Additional text is Mandatory if Other is selected. 

 

Reactivation Reason 

6. Click OK, to save and close.  

Inactivate items 

are marked with a 

red cross . 

Inactivated 
repeats filter 
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Therapy Re-print Reason 

The process used to record details when re-printing therapy has changed. When re-

printing a therapy item you are now presented with list to select from. You can set 

which item you want to be the default.  

NOTE for English Practices - The reason is included in the GP2GP 

message transfer. 

 

Set the Default Re-print Reason 
To setup a default re-print reason, go to Vision – Consultation Manager – 

Consultation – Options - Setup, select the Therapy tab, from the drop-down list 

select the re-print reason you want as default, click OK to save and close.  

 

Consultation Manager Setup – Therapy Reprint Reason 

Access to this function is determined in Vision – Security – Global (by default this 

is set to System Managers, for RBAC the settings map to the business function 

B0062 Local System Administration). 

 

Security - Global 
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Re-print Therapy 

1. Go to Vision – Consultation Manager, select the patient. 

2. Click Therapy – Scripts, then select the item(s) requiring reprinting. 

3. Click the Re-print  button, the Prescription Re-print Reason 

window is displayed. Select one of the options listed: 

 Printer problem 

 Script was damaged/destroyed 

 Stolen 

 Patient lost script (genuine) 

 Patient lost script (query) 

 Pharmacy lost script 

 Practice lost script 

 Other 

Additional text can be added in the available free text box (max 350 char) if 

required. 

 

Reprint Reason 

Note – If you have a practice default this is displayed when the 

Prescription Re-print Reason window opens, click an alternative option 

to change for this re-print only. 

If Other is selected additional text is Mandatory. 

4. Click OK to save and print. 
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Prescribing Changes for AMS and CMS– Scotland 

Cancellation Reasons 
Previously when deleting or inactivating AMS or CMS items you were prompted to 

add a free text reason for the cancellation. This has now been updated and when 

completing one of the following tasks you are prompted to select a reason from a 

pre-defined list: 

 Delete  cancellable AMS item 

 Delete cancellable CMS item 

 Inactivate cancellable CMS item 

 Edit cancellable CMS item 

 

1. From Vision – Consultation Manager – Therapy select the item requiring 

cancellation. 

2. Select Delete, Inactivate or Edit, you are prompted as per the action 

requested, see table below: 

Action Prompt/Message displayed 

Delete 

cancellable AMS 

Item 

 

Delete 

cancellable CMS 

item 

 

 

Inactivate 

cancellable CMS 

item 
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Edit cancellable 

CMS item 

 

3. Click OK or Yes to proceed.  

4. The Cancel Prescription Reason window is opened. Select a reason from 

the list, the options are: 

 Prescribing error 

 Clinical contra-indication 

 Change to medication treatment regime 

 Clinical grounds 

 At the patient’s request 

 At the pharmacist’s request 

Additional text can be added in the available free text box (max 350 char). 

NOTE – Additional text is Mandatory if Other is selected. 

 

Cancel Prescription Reason 

5. Click OK to save and close. 
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Editing AMS Items 
When acute medication items have been sent via AMS, it is possible to amend some 

of the medication fields, an amendment reason is recorded and a prescription 

amendment message is sent. This process has been updated and a picklist is now 

presented for selection. 

1. From Vision – Consultation Manager, Therapy select the item to edit. 

2. The following details can be edited: 

 Quantity 

 Prescriber Endorsements 

 Dosage (instructions for use) 

 Preparation (prescribed units) 

Make the required changes, click OK to save and close. 

3. The Prescription Amendment Reason window is displayed, select a reason 

from the list: 

 Previous error correction 

 Prescriber change 

 Prescriber addition 

 Pharmacist request 

 Patient request 

 Other 

Additional text can be added in the available free text box (max 350 char). 

NOTE – Additional text is Mandatory if Other is selected. 

4. Click OK to save and close. 
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Viewing the Inactive/Reactive, Cancellation, Amendment and 
Reprint Reasons 

Consultation Manager displays the inactivation, reactivation or cancelled reasons and 

the date recorded, this can be seen in Journal, on the therapy screen and when 

viewing problems.  

NOTE for English Practices - This information is sent as part of the 

GP2GP message transfer. 

 

Customising your View 
Each Consultation Manager user can customise what data is viewed when selecting a 

tab eg Journal. The following tabs can be customised to view Inactive/Reactive 

therapy, Reprints or Amendment/Cancellations: 

 Journal 

 Filtered 

 Problems – Note: Reprints cannot be viewed on the Problem tab. 

 Therapy 

 Tests 

To change the view: 

1. From Vision – Consultation Manager, open a patient’s record. 

2. Move your pointer to the tab you want to change and right click. 

 

Consultation Manager – Data View Pane Options – View Options 

3. From the Data View Pane menu select View Options. 

 

View Options 

4. In the Show Events section all items are ticked (by default) click to remove 

the tick for items you do not want to view. 

5. Click OK, you are prompted: In order that the changes you have made may 

be reflected in the view you must close and reopen the Consultation 

Framework. Do you wish to do this now? Click Yes to continue. 

6. Your Consultation Manager will refresh, the amended view is displayed. 
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Therapy 

The inactivated, reactivated, cancelled, amended and reprinted reasons can be 

viewed on the Therapy tab on the Repeats, Scripts and CMS views. The details can 

be viewed by clicking to expand the plus sign  displayed on the left of the drug 

item. All actions for the selected item are displayed. The details can also be 

expanded by clicking the Expand All l button and use the Collapse All  button 

to close all expanded records. 

The following icons are used to identify the items: 

  Prescription Amendment 

  Prescription Cancellation 

  Prescription Reprint 

  Repeat Inactivation 

  Repeat Reactivation 

Note - To view the inactivated therapy, remove the inactive repeats 

filter  (if applied), inactivated therapy is displayed. 

 

Therapy – Repeats- Inactive Drug 

 

Therapy – Scripts – Re-print Details 
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Journal 

The Journal view displays the last applicable inactivation, reactivation, reprint, 

cancellation or amendment reason per prescribed item. 

 

Journal – Reactivation details 

 

Journal – Reprint Details 

 

Problems 

The Problem view displays the last applicable inactivation/reactivation, cancellation 

or amendment reason. The details are available to view in the associated problem.  

 

Problems – Inactivated/Reactivated Drugs 
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Event Log 

The Event Log now displays Repeat Inactivation/Reactivations, Prescription 

Cancellations/Amendments and Prescription re-print details. They are found in the 

Prescribing section. Go to Vision – Management Tools – Event Log, from the 

Prescribing section, select: 

 Repeat Inactivation 

 Repeat Reactivation 

 Prescription Cancellation 

 Prescription Amendment 

 Prescription Reprint  

Use the filtering tools at the top of the window to define a date range or select a 

patient then click Search, matching items are displayed. To view the details in full, 

click on a displayed record and the information is displayed in the Details box at the 

bottom of the page. 

 

 

Event Log 

 

  

Use the search 
options to filter  

Select a 
prescribing 
event 

The results are listed, 
click on and event, 
the details are 
displayed at the 
bottom of the page. 
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Alphabetical Vision User Lists 
All Vision user lists are now sorted alphabetically by surname. You can select from 

the list by typing the first letter of the surname, the curser jumps to the first 

surname beginning with that letter. 

HINT – Type the first letter repeatedly to move to subsequent users, 

eg type NN to select Nurse, Ms Practice. 

 

History Add – Clinician User List 

 

Repeat Master Add – Prescriber User List 
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DXS  

Toolbar Resizing 

Previously the DXS toolbar was displayed showing four sections, they are: Medicines, 

Education, Professional, Services. It is positioned on the right of the Consultation 

Manager screen, if the Consultation pane is also used the toolbar is displayed below. 

  

DXS Toolbar  DXS Toolbar (using Consultation Pane) 

This is now changed; the DXS toolbar has been compacted. The Medicines button is 

displayed as full size, whilst the other 3 buttons are displayed as collapsed tabs on 

the right. 

 
 

Compacted DXS Toolbar Compacted DXS Toolbar (using Consultation 
Pane) 

If information becomes available for one of the collapsed tabs, this will be 

highlighted. Hovering or clicking on one of the collapsed buttons will bring this in to 

view as the full size button.  

 

The compacted toolbar is enabled by default. You can change the setting in 

Consultation Manager – Options – Setup – General; remove the tick from the 

DXS box at the bottom of the page to return to the un-compacted view. 
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Consultation Manager Setup - General 

NOTE – If you do not have DXS installed the option is unavailable. 

 

Therapy/Prescribing Changes 

DXS now filters the information it offers by looking at the Read codes recorded or 

highlighted on a patient record. 

To access the information from a patient record you can either: 

 Highlight a therapy previously entered on a patient record. 

 

Example of a therapy item highlighted 

 Start prescribing a new therapy in the usual way. 

If a branded therapy is selected DXS initially searches on the brand name, if it has no 

information for the brand name it then checks for the generic version. DXS Medicines 

toolbar is highlighted if there is relevant information available and can be clicked on 

to view. A record of therapy selected is stored by DXS to create a pick list for faster 

prescribing. 

Note - Previously, when using DXS Medicines prescribing was limited 

to Doctors with a prescribing number. This has now been changed to 

ensure all Vision prescribers are now able to prescribe from DXS. 



 

Vision 3 – User Enhancements Release 2 21 

 

Leaflets/Illustration Changes 

Recording Advice Given when Printing Leaflets 
When printing patient education leaflets, you are prompted to record an advice given 

data entry. Previously this defaulted to read code 679..11 (Advise to Patient – 

Subject), this is now updated and all DXS leaflets are mapped to the relevant advice 

given Read codes. Now when printing a leaflet you are prompted to add an advice 

given record that is specific to the leaflet, eg Advice Given – Smoking.  

If you print a leaflet that does not have a relevant read code the default read code, 

Advice Given – subject, will be used. The revision date and number is added 

automatically to the advice given data entry. 

 

Saving DXS Illustrations/Leaflets as Attachments 
When viewing an illustration or leaflet using DXS you now have the option to record 

and save the illustration or leaflet as an attachment. Two new type of attachments 

has been added to the drop-down list “DXS Illustration and DXS Attachment”, 

they are then viewable in Consultation Manager, and in the Attachment SDA which is 

found in the navigation pane, in Miscellaneous. The illustration or leaflet will always 

be saved as a JPG file. The attachments can then be used when referring patients 

and can be attached to CAB referrals. They are also included in GP2GP transfers. 

1. From Vision - Consultation Manager, select a patient. 

2. Either add a new read code/drug, or highlight an existing entry. This prompts 

DXS to search for information relevant to the details. Or use the DXS search 

icon at the top of the screen, select Patient Education from the menu, then 

type the condition/complaint. A list of available matches is displayed. 

3. Select a leaflet or illustration from the list, then click Print, the pages are 

then printed. 

 

DXS Illustration 

NOTE – Use the draw tools to record additional information on the 

illustration or leaflet. 
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4. The Advice Given window opens, the revision date and number is added 

automatically, add any additional details and click OK to save and close. 

 

Advice Given - Add 

5. The leaflet or illustration is automatically added as an attachment. 

 

Attachments - Add 

 

Primary Care Organisation (PCO) Services 

DXS has some new functionality which enables PCO’s to provide their practices with 

local content, replacing the advertisements with information which is relevant to 

practices within their area. This subscription service provides the following 

functionality:  

DXS Best Pathway 
 Delivery of PCO Treatment Guidelines - This enables your PCO treatment 

guidelines to be remotely distributed through DXS, ensuring they are 

presented in a timely and patient appropriate fashion. 

 Directory of PCO Approved Local Services Suppliers - This enables your 

PCO approved service directory to be offered through DXS allowing quick and 

appropriate access to local service details. 

 Promotion of PCO Initiatives - This enables the services bought by your 

PCO to be offered in a timely and appropriate fashion, ensuring available 

resources are utilised. This can reduce waiting times and waste. 

 

Example of PCO Services 
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DXS Best Script 
DXS Best Script provides the ability for a PCO to incorporate their medicines 

management formulary and prescribing guidance. DXS links dm+d or Read codes to 

a formulary prompt alerting the user to the PCO’s preferred formulary choice and 

specific documentation about that formulary item can be presented. You can then 

prescribed from within DXS choose either the original or a suggested alternative. 

Formulary items are colour-flagged within DXS and can be viewed separately or 

within the entire drug database. 

 

NOTE – Best Pathway, Best Script and Isabel cannot be purchased or 

supplied by INPS. Contact your PCO or DXS for further details. See 

DXS Contact and Training on page 24. 

 

Isabel 

NOTE –ISABEL can be purchased directly from DXS or may be 

supplied by your PCO as part of their subscribed services, contact your 

PCO for details. See DXS Contact and Training on page 24. 

Isabel is a diagnostic support tool provided by Isabel Healthcare via DXS. It provides 

diagnostic support based on the selected patient demographics and their clinical 

data. Isabel produces a list of possible diagnoses flagging up time sensitive “Don’t 

Miss Diagnoses”. Isabel is accessed directly from Vision using  or, by clicking on 

the DXS banner and clicking : 

 

DXS - Isabel 

The information sent, via DXS, to enable Isabel to return a list of possible diagnoses 

is: 

 Patient Surname  Patient First Name 

 Patient Title  Patient Telephone Home 
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 Patient Telephone Work  Patient Mobile 

 Patient Email  ID 

 Date Of Birth  Gender 

 Ethnicity  Latest Language 

 Full Address details inc Postcode  Latest Height 

 Latest Weight  Latest Waist 

 Latest Pregnancy  Latest Smoker 

 Disease Register entries  Symptom descriptions 

 Symptom Read codes  Test Result Read codes 

 Condition Read Codes  

 

 

Other Changes 

Read Codes Changes 
The range of Read codes that DXS offers information on has been extended to 

include the Read codes that start with ZV.and Zw. 

 

Referral Data Utilisation  
Clinical data passed through DXS for decision support now includes all the 

information added via Referral – Add: 

 

 Date of Referral 

 Clinician ID 

 Clinician 

 Read Code for Referral Reason 

 Read Term for Referral Reason  Source 

 Referral Type  Attendance Type 

 Urgency  Contract Status 

 Action Date  Status 

 Provider Unit  Department 

 Consultant 

 Private 

 NHS Specialty 

 In Practice 

 TP Specialty  

All the data is retransmitted when a referral is selected and/or edited. 

 

DXS Contact and Training Details 
For further information on how to purchase DXS PCO services or Isabel please 

contact DXS on tel: 01252 719800, or email: sales-uk@dxs-systems.com. Or visit 

their website (www.dxs-systems.com) for further details.  

DXS provide their own overviews, tutorials and case studies on their training website 

at www.dxstraining.co.uk for further support and training: phone 0800 0280004, or 

email support-uk@dxs-systems.com. 

  

mailto:sales-uk@dxs-systems.com
http://www.dxs-systems.com/
http://www.dxstraining.co.uk/index.html
mailto:support-uk@dxs-systems.com
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Appointments Enhancements 

Patient Demographic Details 

Patient details can now be viewed by clicking on a patients name in an appointment 

book, the patients’ name, NHS no, communication numbers are displayed in a popup 

window. 

 

Appointments – Patient Demographic Details 
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Referrals and Correspondence Enhancements 

Default Referrals Enhancement 

The functionality of the Default Referrals/Requests option has been updated to 

enable you to define which referral template is used, when creating default referrals. 

Then when the referral is triggered the referral letter is also created. This option 

works with all currently supported versions of Microsoft word. 

NOTE – Defaults for referrals/Requests is an optional tool. 

Referrals/Requests can continue to be created manually using Referral 

Add if preferred. 

 

To Create a Default Referral 
1. Go to Vision – Consultation Manager – List, select Default 

Referrals/Requests. 

2. Right click in the Defaults used for Requests and Referrals window and 

select Add Default from the menu. 

3. The Defaults for Referrals/Requests – Add is displayed. 

 

Defaults for Referrals/Requests – Add 

4. Complete the following details as required: 

 Description – This is a free text field, enter a description for the 

referral, eg ante-natal booking. 
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 Clinician 

 Select Letter – Click the Select Letter button, this opens the 

p:\WORDPROC\TEMPLATE folder, select the template for this 

referral/request then click Open. 

IMPORTANT – The Vision word processor is no longer 

supported and should not be used.  

 Read Term for Referral Reason – Enter the Read term or code that 

you will use to trigger the default referral/request. 

5. The following additional fields can be completed as required; these default 

details are then used each time the Default Referral/Request is triggered. The 

details can be changed during the referral process if required. Select from the 

drop-down menus for the following optional items: 

 Source – Select a source, eg GP Referral. 

 Referral Type – Select a Referral type, eg Out Patient. 

 Attendance Type – Select an attendance type, eg First Visit. 

 Urgency – Select an urgency, eg Routine. 

 Contract Status – Select a Contract Status, if appropriate. 

 Action Date – This is the date by which you would expect treatment 

to have started. 

 Provider – If you always refer to the same place select the details 

required:  

 Unit – Select the unit/Hospital. 

 Department – Select the department. 

 Consultant – Select the Consultant 

 NHS Speciality – This field is filed automatically 

according to your previous choices. 

 TP/HB Speciality - This field is filed automatically 

according to your previous choices. 

6. Before clicking OK, check the options in the top right of the form: 

 Autosave – If this is checked, this causes the referral to be saved 

without showing the Referral – Add form; though if you have left the 

mandatory fields of Unit, Department, Consultant blank, it will be 

displayed for these to be added. 

 Always Private – This has three states – if greyed, this will cause the 

referral to default to the patient’s registration status (ie if a private 

patient, then a private referral). If checked, this overrides the patient’s 

registration for the referral to always be private. If unchecked, the 

referral will always be an NHS referral. 

 In Practice – This is selected by default. 

 Online Booking – Select if the template is to be used for Online 

Bookings. 
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Defaults for Referrals/Requests – Add - Completed 

7. Click OK to finish and close. 

 

Note – This Default Request can be edited or deleted, go to Vision – 

Consultation Manager – List – Default Referrals/Requests. 

Select the item to edit/delete and right click, select the required option 

from the menu. 

 

Use a Default Referral 
Adding a new referral to a patient’s record using a referral default can be done in two 

ways: 

 From the Add menu select Referrals – From Default. 

 Use the triggering Read code when adding a Referral. 

 

Referrals – From Default 

1. From Vision – Consultation Manager select the patient and start a 

consultation. 

2. From the Add menu select Referrals – From Default. 

3. The Select Default window opens listing all available defaults. Select the 

required default and click OK. 
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Select Default 

4. The Referral – Add screen is displayed with the defaulted entries selected; 

these can be amended if required. 

  

Referral – Add 

5. To create the letter click on the envelope icon, this opens the Select Recall 

Template to Open window. The default template is selected in the File name 

box. Click Open to create the letter. 

6. A word document opens displaying the template letter containing the merged 

details, amend or add further details as required. The print, email or 

electronically send your referral.  

  



30 Vision 3 

 

Triggering a Referral 

1. From Vision – Consultation Manager, select your patient. 

2. Click the bow tie  icon, or select Add – Referrals – Referrals, type the 

read code in the Read Term for Referral Reason box. 

NOTE – Using an existing entry, select the bow tie  icon from the 

floating toolbar which will add the selected read term to the Add – 

Referral form. 

3. The defaulted entries are displayed; these can be amended if required. 

 

Referral - Add 

4. To create the letter click on the envelope icon, this opens the Select Recall 

Template to Open window. The default template is selected in the File name 

box. Click Open to create the letter. 

5. A word document opens displaying the template letter with the merged 

details, amend or add further details as required. Then print, email or 

electronically send your referral.  
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Mail Merge Changes 

In patient groups the Generate Recalls application has been updated. There is now 

an optional tool which allows you to file the correspondence in the patients 

Consultation Manager record. The letter files into the Miscellaneous – 

Correspondence SDA of Consultation Manager and consultation details are recorded. 

There are no changes to recalls. 

 

Patient Groups - Generate Recall Letters 
1. Go to Vision – Reporting – Patient Groups; select a patient group from the 

list displayed. 

2. Click Group Applications – Generate Recalls, or click the Generate Recalls 

for Group  icon. 

3. If required, create a recall entry. There are no changes to this option. 

4. To attach a template Letter, click the Create  button, the 

Document Merge window opens. 

 

Document Merge 

5. Use the Browse  button and select the required template letter. To 

check the template, click View. 

6. Select a Type of Letter from the drop-down menu, eg Recall.  

7. An optional free text message can be recorded in the Summary window. 

8. Now select the Consultation Details from the drop-down menus: 

 Consultation Date – this defaults to today’s date. 

 Clinician – This is used to create the Consultation record in 

Consultation Manager. 

 Authoriser – This is used to create the Consultation record in 

Consultation Manager. 



32 Vision 3 

Note – The Type of Consultation is set to Mail to Patient and cannot 

be changed. 

9. Select the Print Order, then click OK to start the merge.  

10. You now have an opportunity to edit or remove the Recall and Personalised 

Letter details you have added. 

  

Group Recalls 

11. At the bottom of the window, you have the option to limit the number of 

letters produced. 

12. Click Start to continue. The mail merge will now take place, the progress is 

displayed. 

 

Mail Merge Progress 

13. When completed the File Clinical Correspondence window is displayed. This 

enables you to select which patients have their letter filed into Consultation 

Manager. 
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File Clinical Correspondence 

NOTE – If a patient record is in use by another vision user, you are 

notified that the patient is locked (workstation details are included). To 

continue clear the lock (close the patient record) or select Skip (no 

details are added for the patient).  

14. Tick or untick the patients listed, click OK to continue. When complete the 

Group Recalls Progress window is displayed. 

 

Group Recalls 

15. Click Done to close. 

16. The details are now displayed in Consultation Manager, with consultation 

details as previously defined. The letter can be viewed in the Miscellaneous 

– Correspondence SDA. 

 

Consultation Manager  

Correspondence 
details 

Recall details 
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New Merge Fields 

When creating Patient, Recall or Referral template letters the following new merge 

fields are now available: 

Description  Merge Name  Details  

Mobile Phone 

number 

PATIENT_Mobile_No This enables you to 

insert the patients’ 

mobile telephone 

number into your 

correspondence. If the 

patient has more than 

one mobile number 

recorded only the first in 

the list is displayed.  

NHS No (without 

spaces) 

PATIENT_NHS_Number_No_Spaces Use this merge field to 

include the NHS number 

(without spaces) 

GP Fax number PRACTICE_Fax_No Use this merge field to 

insert the practice fax 

number into template 

letters. 

Last Menstrual 

Period (LMP) 

PATIENT_LMP This will insert the LMP 

date when using the 

merge field. The LMP 

must be entered into the 

LMP SDA 

Expected Date 

Delivery (EDD) 

PATIENT_EDD This will insert the EDD 

date when using the 

merge field. The date 

must be entered in the 

EDD SDA. 

Gravida PATIENT_Pregnant This inserts a Y (Yes) 

when a Maternity Plan is 

added using the 

Maternity SDA. 

Total Cholesterol PATIENT_Total_Cholesterol The last total cholesterol 

record is added from the 

Cholesterol SDA  

HDL PATIENT_HDL The last HDL record is 

added. 

LDL PATIENT_LDL The last LDL is added. 

Triglycerides PATIENT_Triglycerides The last Triglyceride 

result is added. 

Height PATIENT_Height This merge field inserts 

the last height record. 

Weight PATIENT_Weight This merge field inserts 

the last weight record.  
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Blood Pressure PATIENT_BP This merge field adds 

the last blood pressure 

record into your 

template letter. 

Smoking PATIENT_Smoking Use the merge field to 

insert the last smoking 

record into the template 

letter. 

Alcohol PATIENT_Alcohol Use the merge field to 

insert the last alcohol 

record into the template 

letter. 
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Registration Enhancements 

Alternative Correspondence Address 

You can now add an address for patient correspondence purposes to the Registration 

module. Once entered, when using Vision templates to create correspondence, all 

address mail merge files will now populate with the correspondence address. 

NOTE for English practices – the correspondence address does not 

synchronise with the PDS. 

 

Add Correspondence Address 
1. Go to Vision – Registration select the patient. 

2. Click the Address  tab, then click Add. 

 

Registration Address Tab 

3. You are then prompted to select Address or Communication Number. Click 

the Address button. 

 

4. Add the address details. The House Name box can be used to record care of 

(c/o) details if required. Then select Correspondence address from the 

Type of Address drop-down list. 

NOTE – Some characters cannot be used in the address fields, eg the 

backslash in c/o. To record a house name and care of details type the 

name first followed by the house name, eg Care of – Mrs S Smith, Flat 

2. 
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Address Entry - Add 

5. Click OK to continue, you can now add a contact number for the 

correspondence address if required. 

6. If the correspondence address is for a specific time period the dates can be 

added if required, once the Until date is reached the correspondence address 

will not be used. 

7. Click Close to save and close. 

NOTE – It is advisable to have only ONE correspondence address 

active at any time. 

This address will be used in all correspondence for this patient for example, when 

patient is referred or if sent a recall reminder until the expiry date is reached (if 

used). In Consultation Manager the Navigation pane in the bottom left of the screen 

will display a notice that the Patient has an active correspondence address.  

] 

Consultation Manager – Correspondence Address 

Add Address 

details here. 

Add contact 

number 
here 

Select 

Correspondence 

Address from the 

drop-down list. 

Add a valid from/to 

date if required. Use T 

(today) + or – then a 

date period eg t+3m, 

or add a specific date. 

Add Care of details to 
the House Name box 
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Include Correspondence Address when Searching 
When running an ad-hoc search, if you add an address entity and the patient has a 

active correspondence address recorded they will be included in the search, and 

when viewed in a standard report the correspondence address is displayed.  

In the following example, the ad-hoc search has the address added as an entity in 

Report Details, the standard report then lists all active addresses for each patient. It 

also identifies which is the main address and correspondence address. 

 

Ad-Hoc Search – Including Address 

 

Extract of Standard Report showing Two Addresses 

For Recall searches, where you are writing to the patients, change the search to 

identify the latest address only, (this will be the correspondence address if active). 

Using the same search criteria, right click on the Address entity and select Options 

from the menu. Select No Matching – Latest 1 then click OK. Now run the search. 

 

 

Ad-Hoc Search – Address Latest 1 

 

 

Extract of Standard Report Showing Active Correspondence Address 
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Patient Reports 

In Search and Reports there are a number of patient reports available to print, they 

are: 

 Encounter Report 

 Home Visit Report 

 Health Check Report 

 Medical History Report 

 All Clinical Report 

 Therapy History Report 

 Full Report 

To include the active correspondence address in the report you will need to edit the 

corresponding default search which is listed in Ad-Hoc Search and Reporting. 

 

Search and Reports – Ad-Hoc 

To update the reports to include their main address and current correspondence 

address (if applicable): 

1. From Vision – Reporting – Search and Reports, select a Default report to 

edit, by clicking on the Ad-Hoc  search icon. 

2. Find the listed Address entity and click Selections. 

3. From the Criteria Select list double click on Category of address, a list of 

categories opens to the right, select Main address. Click OK. 

4. Click Add Entity (on the Search Details side), double click the yellow folder 

by Additional Patient Data, then from the expanded list select Address. Click 

OK. 

5. You are prompted: Address has already been selected, do you want to select 

it again for a cross entity search. Click Yes, this will add Address #2 to the 

search. 
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6. Highlight Address #2, then click Selections. 

7. From the Criteria Select list double click on Category of address, a list of 

categories opens to the right, select Correspondence address.  

8. Double click the Valid From Date, tick the Before bullet and type T (today) 

leave the tick in Inclusive. Click Add New and select Null. 

9. Double click the Valid Until Date, tick the After bullet and type T (today), 

leave the inclusive tick in. Click Add New and select Null. Click OK. 

 

Default Encounter Report inc Correspondence Address 

10. Click Save, then Close. 

To run the report: 

11. Select Patient Reports, the Patient Report window opens. 

12. Tick the required report, then tick Search Name and double click in the blank 

box. The Selection window opens, select the edited default report from the 

list. 

13. Click Select Patient for a single report, or Group and select group name for 

multiple reports. 

14. Click Print and select output to run the report. 
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Patient Report – Edited Encounter Report  
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Mail Manager Enhancements 

Appointments Link  

This has been updated and now displays any past appointments in the last month 

and all future appointments. 

 

Bulk Copy Message 

Previously, you could only copy Mail Manager Messages to single or multiple users 

selected individually. From DLM 380, you can now copy messages to a pre-defined 

staff group(s).  

1. Go to Vision – Messaging – Mail Manager. 

2. Select a message to copy, right click and select Message – Copy Message 

from the menu. 

 

Right Click Menu 

3. The copy message window opens, all mail box owners and mail groups are 

listed. Select which recipients you want to receive the copied message. 

TRAINING TIP – Hold the control key to multi-select users/groups. 

 

Copy Message 

4. Click OK. The message is now copied to all selected recipients. 
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Copied messages can be identified in Mail Manager; the copy message  icon is 

displayed for the copied message. 

 

Mail Manager – Copied Messages 

 

Displaying Add Action Screen 

For frequent actions it is now possible to add the action directly without viewing or 

using the Add Action form. There is a new tick box in Control Panel – Mail 

Maintenance – Actions which determines if the Add – Action menu is displayed to a 

user when the user selects a frequent action from the right mouse menu.  

1. Go to Vision – Control Panel – Mail Maintenance – Action. 

2. Highlight an existing action to edit or select Add to create a new action. 

3. Add/edit the details as required. 

 

Action - Add 

4. To suppress the Action screen being displayed when adding an action the 

Display Add Action Screen tick box should be blank. 

 

Action – Edit  
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Redirect Messages 

You can now automatically redirect you own, or other users Mail Manager Messages 

for a defined period of time. See Redirecting your Messages and Redirecting on 

Behalf of other Users. 

 

Redirecting your Messages 
1. To redirect your own mailbox go to Vision – Messaging – Mail Manager 

select Tools – Message Redirection.  

2. Select Add from the menu. 

 

Mail Manager - Tools 

3. This opens the Message Redirection – Add window; from the drop down menu 

select the recipient you wish to redirect messages to. 

 

Message Redirection - Add 

4. Enter a start date, the end date is optional. 

5. Click OK. The redirect will take place from the start date. All mail will be 

redirected as soon as it is received into the mailbox. 

6. If when allocating mail in Mail Manager you select a mailbox that has an 

active redirect, you will be prompted: “A message redirection exists for 

(Mailbox Name). This message will be re-allocated to (Redirection Recipient 

Name). Do you wish to continue? Click Yes to redirect the mail. 
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7. All redirected messages are marked Redirected in the message audit trail in 

Mail Manager. 

 

Audit Trail showing Redirection 

 

Redirecting on Behalf of other Users 
1. Go to Vision – Management Tools - Control Panel -– Mail Maintenance 

and select Msg Redirection.  

2. Select the mailbox to redirect, right click and select Add.  

 

Control Panel – Msg Redirection 

3. This opens the Message Redirection – Add window; from the drop down menu 

select the recipient you wish to redirect messages to. 

 

Message Redirection - Add 

4. Enter a start date, the end date is optional. 

5. Click OK, an Active message redirection is displayed.  
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6. All active records, however, they are added are displayed in Control Panel – 

Message Redirection.  

7. To Cancel an active redirect; highlight the active redirect and right click, 

select Cancel, you are prompted: Are you sure you wish to cancel this 

message redirection? Click Yes.  

8. To view expired or cancelled records click Actions and select Show Expired 

and/or Show Cancelled from the menu. 

9. The redirect will take place from the start date. All mail will be redirected as 

soon as it is received into the mailbox. 

NOTE – This includes all message types, including copied messages. 

10. If when allocating mail in Mail Manager you select a mailbox that has an 

active redirect, you will be prompted: “A message redirection exists for 

(Mailbox Name). This message will be re-allocated to (Redirection Recipient 

Name). Do you wish to continue? Click Yes to redirect the mail. 

 

11. All redirected messages are marked Redirected in the message audit trail in 

Mail Manager. 

 

Audit Trail showing Redirection 
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Registration Links 

Quarterly Archive Storage 

Previously, the quarterly archive could only be saved to the floppy drive (A) or the P: 

drive. This has now changed, when processing your quarterly archive, you can now 

change the destination location of the archive files. A Browse for Folder window 

opens, select the desired location, this could be a CD drive or removable hard drive, 

click OK to continue the archive process. 

 

 

Browse for Folder 

 

NOTE – The default location for the archive is now 

P:\Reports\Quarterly_Archive. 
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