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Vision Check-In 

Introduction 
Vision Check - In is a touchscreen system which enables patients to check themselves 

in for appointments quickly, using a screen that  can be freestanding or desk 

mounted.  

It is fully integrated with both local area network (LAN) and Vision Enterprise System 

(VES) vision systems, enabling patients to check in quickly and easily for their 

appointments.  

 

Overview 

 

How to Use this Guide 

This User Guide is to be used for Vision Practices using either a Local Area Network 

(LAN), where the server is at the practice; or a Vision Enterprise System (VES), 

where the data is hosted securely in a remote data centre.  

Unless otherwise marked, instruct ions in this User Guide are for both LAN and VES 

Vision systems.  

1
ÅVision Check - In will be installed and setup by  Vision 
Trainers and Engineers.

2
ÅThe Practice need to configure settings to ensure they are 
relevant to the practice.

3
ÅVision Check - In will reduce the demand on reception.

4
ÅVision Check - In will allow patients to check in simply and 
easily. 

5
ÅVision Check - In  will reduce problems with queuing.
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Login 
To start the vision check in screen, double click the Check - In  shortcut on the 

desktop.  During installation and training,  you will be given details of usernames and 

passwords by the Vi sion Trainer or Engineer.  Your username will be created using the 

practiceôs national Identifier  (the alpha -numerical code used to identify the Practice ) 

and your forename and surname, eg G12345.jane_harvey . Following successful Login 

the Vision Check - In opening screen will be displayed.  

 

 
LAN Opening Screen  

 
VES Opening Screen  
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Shut Down Sequence 
To shutdown the Vision Check - In  screen , you need to follow a shutdown procedure, 

as follows:  

1.  From the Vision Check - In  screen, click Touch Here to Check - I n .  This will 

then prompt: What is your gender ? 

 
Vision Check - In screen LAN  

 
Vision Check - In screen VES  

 

2.  The required answer is Female  -  select Female .  You will then be prompted:  

Which  month you were born ? 

 
Confirm Gender LAN  

 
Confirm Gender VES  

3.  The required answer is February, s elect Feb .  You will then be prompted: what 

day were you born in February .  
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Select Month LAN  

 
Select Month VES  

4.  The required answer is 29 th , s elect the 29 th.  

 

Select Day LAN  

 

Select Day VES  

5.  You will then be prompted to confirm the details  ï Do not click Yes or NO . You 

must c lick the Logo  in the bottom right of the screen.  

 

Click Logo LAN  

 

Click Logo VES  
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6.  Type the shutdown code , which is 1574639  then click  Continue .  

 

Shutdown Code LAN  

 

Shutdown Code VES  

7.  You will be prompted: The webpage you are viewing is trying to close the 

window.  Do you want to close this window?  Click the Yes  button.  The screen 

can now be turned off.  
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Setup 
In order to configure Vision Check - In  to be specific to your practice you need to 

customise the settings.  This is done using  a program called  Web Configurator , which 

is accessible from a workstation (usually the Practice Manager ôs). 

For all practices t here are four sections that can be config ured, which are:  

 Staff & Clinic Details  ï See Staff & Clinic Details  on page 6. 

 Target Group Message  -  See Target Group Messages  on page 16 . 

 Setup  ï See Setup  on page 20 . 

 Block Clinics or Patients  ï See Block Clinics and Clinicians  on page 

32 . 

For VES Practices there is an additional section that requires attenti on:  

 Location Details ï See Location Direction Messages  on page 8. 

 

Staff & Clinic Details 

These settings are used to confirm to the patient which Clinician or Clinic they are 

due to visit.  You will need to add all clinicians and clinics used in Vision 

Appointments.  You will need to edit each member of staff or clinic file to add a 

location or interrupt message or alias name:  

 Add Staff or Clinic  ï See Add Staff  on page 6. 

 Add Location Details  ïFor LAN Practices,  see Add Location Message  -  

LAN Practices  on page  8. For VES Practices, see Add Location Message  

ï VES Practices  on page 9. 

 Add Interrupt Message  -  See Interrupt Message  on page 12 . 

 

Add Staff & Clinic Details 

1.  From Web Configurator , c lick Staff & Clinic Details to  open a new window.  

 

Staff & Clinic Details LAN 

 

Staff & Clinic Details VES 
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2.  Click Add Staff or Clinic  to open a new window.  

  

 

Staff and Clinic Details LAN  

 
Staff and Clinic Details VES  

3.  Type  the name of the member of staff or Clinic  in the Enter Name box . 

HINT : Type the details in exactly as they appear in Vision 

Appointments ï Maintenance ï Book Owners .  

 
Add Staff and Clinics LAN  

 
Add Staff and Clinics VES  

4.  Click Add .  The new details are added to the Staff & Clinic List.  Continue this 

process until you have added all your Staff and Clinic details.  Click the cross  in 

the top right corner to close.  

NOTE: The Import Staff and Clinics  function is currently not 

available.  
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Location Direction Messages 

Location Direction Messages are instructions to the patient to guide them to the 

correct waiting room.  The default message is Please take a seat .  This is the 

message you will use if you only have one waiting area.  If you have more than one 

waiting area, you need to add the details; they will be appended to the default 

message.  For example , Please take a seat outside the treatment room.  

This locatio n message then needs to be added to all staff members to whom it will 

apply.  This is done by editing the record for the staff member or clinic; see Edit Staff  

on page 14 . 

Once added to the staff memberôs record the patient will receive this location 

message each time they check in for that member of staff.  

Please note there are different instructions for sett ing up Location Direction Messages 

for LAN and VES practices.  See Add Location Message  -  LAN Practices  on page 8 and 

Add Location Message  ï VES Practices  on page 9 for further details.  

 

Add Location Message - LAN Practices 

1.  From the Web Configurator, click Staff & Clinic Details .  The Staff and Clinic 

Details window will open.  

 

Add Location Direction Mes sage  

2.  Click Location  Messages .  The Locations window will open.  

 
Add new Location Message  
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3.  Type a new location direction message in the Add a new location  box, and 

click Add .  The location direction message is now added to the drop -down list.  

4.  Repeat this process until you have added all your location direction 

messages.  Click the cross  in the top right corner to close . 

 

Delete a Location Message ï LAN Practices 

1.  From the Web Configurator, click Staff & Clinic Details .  The Staff and Clinic 

Details window will open.  

2.  Click Location Message .  The Locations window will open.  

 
Delete a Location  

3.  Click the  drop -down  arrow at the Delete a location  line;  choose a location 

message to delete . 

4.  Click Delete .  The location message is now deleted.  Click the cross  in the t op 

right corner to close.  

 

Add Location Message ï VES Practices 

1.  From the Web Configurator, click Location Details , the Locations window 

will open.  

 

Web Configurator ï Location Details  

2.  Click Add New Location,  this will add a new entry to the Waiting Direct ions 

by Location list.  
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Add Waiting Directions by Location  

3.  Click Edit  on the left of the list; this will open the Waiting Direction Details 

window.  

 
Edit Waiting Direction Details  

4.  Type a name in the Name box; this can be the  staff memberôs or clinicôs 

name.  

NOTE:  Staff members name must match the name that is stored in 

Vision Appointments ï Maintenance ï Book Owners .  

5.  Type the direction instructions in the Directions  box, for example, Please 

tear of the printed slip, then t urn left and walk down the corridor to the main 

receptions area .  

6.  Click Save.  Repeat this process until you have added all your location 

direction messages.  Click the cross  in the top right corner to close.  

 

Delete a Location Message ï VES Practices 

1.  From th e Web Configurator, click Location Details , the Locations window 

will open.  

2.  Click Edit  on the left of the required message.  This will open the message in 

the Waiting Direction Details window.  
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Edit Waiting Direction Details  

3.  Click Delete .  The location message is now deleted.  Click the cross  in the top 

right corner to close.  
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Interrupt Messages 

An Interrupt Message is an important message that is specific to a particular 

instance.  Examples of Interrupt Messages:  

 Running late, thank you for your patience.  

 Medical Student in Training.  

 Off Sick.  

Interrupt messages need to be added before they can be allocated to a staff member 

or clinic.  When Interrupt messages have been added to the system, you need to edit 

the relevant staff members or clinics and  add an interrupt message to their staff 

record.  You will need to edit the staff record when the interrupt message is no longer 

required and remove it.  See Edit Staff  on page 14  for further details.  

NOTE:  Interrupt messages override all other messages, including 

location direction messages.  

 

Add Interrupt Message 

1.  From the Web Configurator, click Staff & Clinic Details .  The Staff and Clinic 

Details window will appear.  

 
Staff and Clinic Details LAN  

 
Staff and Clinic Details VES  

2.  Click Interrupt Messages .  The Interrupt Messages window will open.  
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Interrupt Messages -  Add  

3.  Type a new Interrupt message in the Add a new message  box, and click  the  

Add  button .  The interrupt  message is now added to the drop -down  list.  

4.  Repeat this process until you have added all your interrupt messages.  Click 

the cross  in the top r ight corner to close.  

 

Delete an Interrupt Message 

1.  From the Web Configurator, click the Staff & Clinic Details  button.  

2.  Click Interrupt Messages .  The Interrupt messages window will open.  

 

Interrupt Messages -  Delete  

3.  Click Delete message  drop -down arrow , choose an interrupt message from 

the list.  

4.  Click Delete .  The interrupt message is now deleted.  Click the cross  in the top 

right corner to close.  
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Edit Staff 

Editing the staff members will allow you to setup specific information for that 

member of staff, eg photo of the staff member , a location direction message etc.  

1.  From the Web Configurator, click Staff & Clinic Details .  

2.  On the displayed list find the member of staff you wish to edit, then click Edit .  

 
Staff and Clinic Details ï Edit LAN  

 
Staff and Clinic Details ï Edit VES  

3.  The Edit screen will open;  you can now  change the staff details.  

 

 
Edit Staff or Clinic Details  LAN 

 

 
Edit Staff or Clinic Details VES  
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 Add a Photo  LAN Practices Only  ï You can add a photo of the staff 

member.  It must be a jpeg image (size: no more than w150 pixels x 

h150 pixels):  

 Click the Browse  button, and locate the jpeg file you wish 

to add.  Then click the Open  button.  The location is added to 

the browse window.  

 Click the Upload  button.  This will add the picture to the 

staff file.  You should now see the picture on your screen.  

 To delete the photo, click the Delete  button.  The image is 

now deleted.  

 Add an Alias Name  ï You can add a different name for the staff 

member or clinic.  The alias name will then be used instead of the staff 

or clinic name.  This may be useful where Vision Appointments uses the 

first name and surname for book owners, doctors may prefer to be 

known as Dr Smith not John Smith.  Adding Dr Smith as the Alias name 

will ensure that Vision Check - In uses Dr  Smith.  

 Add a Location Direction message  ï Click on the arrow at the end 

of the line and select a location direction message from the drop -down 

list.  See Location Direction Messages  on page 8. 

 Add an Interrupt message ï Click on the arrow at th e end of the 

line and select an  interrupt message from the drop -down list.  See 

Interrupt Messages  on page 12 . 

 Delete Staff  ï Click Delete  to remove  the member of staff/clinic.  

4.  Click  Save .  Click the cross  in the top right corner to close.  
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Target Group Messages 

Target group messages are patient information messages which can be targeted to a 

particular age group or gender.  These messages are displayed on the confirmation 

page when a patient successfully checks in.  An example of a target group message 

is: Flu vaccination now available ï see reception .  

 

Add New Message 

1.  From the Web Configurator, click Target Group Message .  

 
Target Group Message LAN  

 
Target Group Message VES  

2.  The Target Group Message window will open; click Add New Message.  

 
Add New Message  

3.  A new message will be added to the top of the list -  inactive messages are 

shown in Red ,  active messages are shown in Black.  
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New Message added  

4.  The new message now needs t o be edited to add the description, age range 

and gender details.  

 

Edit Target Group Message 

1.  From Web Configurator click Target Group Message , this will open a new 

window showing existing target group messages.  

2.  Click Edit to amend a message . 

 

Edit Target Group Message  

3.  The message window is now displayed on the screen.  You can now add the 

details for this Target Group Message.  
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Message Window  

 Name  ï Type in the name of this new message eg Flu .  

 Message  ï Type in the message you wish to appear on the screen 

when the patient successfully checks in, eg  Flu vaccinations now 

available, book appointment at reception.  

 Active  ï The message must be active to appear on the Check - In 

screen.  However, seasonal messa ges can be inactivated when not 

needed then re -activated later as required.  

 Gender  ï Choose Male, Female or Both  from the drop -down list.  

 Age From  ï Click the drop -down arrow and select a number between 

0 ï 120 , this will be the starting age of your range.  

 Age To  ï Click the drop -down arrow and select a number between 0 ï 

120 , this will be the upper end of your age range.  

 Order  ï Click the drop -down arrow and select a number from the list ;  

this sets the priority of the message.  The list is displayed in p riority 

order -  the message at the top of the list has priority one.  If you add a 

new message and give it priority one, the existing message will be 

changed to priority 2, and all subsequent messages will be altered 

accordingly.  

5.  Click Update to save.  Click  the cross  in the top right corner to close.  

 

Delete Message 

1.  From the Web Configurator, click Target Group Message  to  open a new 

window showing existing target group messages.  

2.  Click Edit for  the target group message you want to delete.  The Message 

window w ill open.  
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Target Group Message -  Delete  

3.  Click Delete .  The target group message is now deleted.  Click Exit  to close 

Web Configurator.  
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Setup 

You will need to configure Setup to determine how the Vision Check - In  screen looks 

and works.   

For all practices, t he following categories are used to configure Vision Check - In :  

 General  ï For LAN Practices -  See General -  LAN Practices only  on 

page 22 . For VES Practices -  See General ï VES Practices  only  on page 

23 . 

 Home Page Picture  ï See Home Page Picture  on page 25 . 

 Scrolling Messages  ï See Scrolling Messages  on page 29 . 

 In addition, the following two categories are required for LAN practices 

only.  

 Settings  ï See Settings  -  LAN Practices only  on page 20 . 

 Languages  ï See Languages LAN Practices only  on page 27 . 

 

Settings - LAN Practices only 

1.  From the Web Configurator, click Setup  to  expand the menu.  

 

Web Configurator -  Setup  

2.  Click Settings  to  open the settings window.  You can now configure the 

settings as required.  
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 Settings  

 Before Time  ï This is used to determ ine how early before their 

appointment time a patient can check in.  The default is 30 minutes.  To 

change this setting, click on the drop -down arrow and choose a 

number between 0 ï 60.  

 After Time  ï This is used to determine how late a patient can check in 

after their appointment time.  The default is 10 minutes.  To change this 

setting, click on the drop -down arrow and choose a number between 0 

ï 60.  

 Debug  ï This should remain unchecked.  It will  be used by INPS only, 

to resolve issues.  

 Show Year  ï Click in the  box to turn this on . When turned on this will 

show the year of birth for every patient.  

 Show Patient  Name  ï Click in the box to turn this on . When turned 

on this will show the patient ôs name for every patient.  It will display 

the prefix and surname only.  

 Multiple Appointments  ï Click in the box to turn this on . When 

turned on , this allows patients to check in for multiple appointments.  

 NOTE:  Multiple appointments must fall between the before and after 

time settings for the patient to be able to check in.  

 Show Waiting Time ï This function is not currently available.  

 System Type  ï This is for information only  -  DO NOT change this 

information.  

3.  Click Save .  Click the cross  in the top right corner to close.  
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General - LAN Practices only 

1.  From the Web Configurato r, click Setup  to  expand the menu.  

 

Web Configurator -  General  

2.  From the Setup menu, click General .  This will open the general window.  You 

can now configure the settings as required.  

 

General Settings  

 Home Page Title  ï Type  your practice name in the Home page title 

box . This will appear on the opening page of the Check - In screen.  

 Wait Message  ï This is the default message given to patients when 

they successfully check in.  For example; You have checked in for your 

appointment  with Dr Jones at 2.20 pm, please take a seat in the 

waiting room.  Type your message in the Wait message box.  

 Time out  Period ï This period determines how long a page is 

displayed on the screen . I f the screen is not touched it returns to the 
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home page.  The default setting is 20 seconds.  Click the drop -down 

arrow and select a number between 0 ï 30.  

 Disclaimer Text ï This is a message the patient has to acknowledge 

by answering Yes or No, prior to checking in.  Type the Disclaimer 

message  in the Disclaimer text  box , eg Please allow 48 hours for 

repeat medication requests.  

 Disclaimer Active ï Click in the box to turn the disclaimer text option 

on or off.  

 Printer Active ï Not currently available.  

 

General ï VES Practices only 

1.  From the Web Configurator, click Setup  to  expand the menu.  

 
Web Configurator -  General  

2.  From the Setup menu, click  General .  This  will open the general window.  You 

can now configure the settings as required.  
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General Settings  

 Check - In Screen Title ï Type  your practice name in the Check - In 

Scre en Title box . This will appear on the opening page of the Check - In 

screen.  

 Default Wait Message  ï This is the default message given to 

patients when they successfully check in.  For example; Please take a 

seat in the main waiting area . Type your message in the Wait message 

box.  

 Default óBlockô Message ï This is the default message that is 

displayed if a clinic or a patient is blocked.  

 Default óUpdate Recordsô Message ï This mess age is displayed if 

the patient has missing information or requires changes to th eir 

demographics and clicks ónoô. 

 Time out  Period ï This period determines how long a page is 

displayed on the screen . I f the screen is not touched it returns to the 

home page.  The default setting is 20 seconds.  Click the drop -down 

arrow and select a number  between 0 ï 30.  

 Before Period ï This is the length of time the patient can check in 

prior to their appointment.  

 After Period ï This is the length of time the patient can check in after 

their appointment.  

 Disclaimer Text ï This is a message to advise the p atient that they 

are required to check their personal/demographic information.  They 

have to acknowledge by answering Yes or No, prior to checking in.  

Type the message text in the  Disclaimer text box.  

 Disclaimer Active ï Click the box to turn the disclaimer  text option 

on or off.  
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Home Page Picture 

This is a picture or logo that is added to the opening check in screen.  

 

Vision Check - In  -  Home Page Picture LAN  

 

Vision Check - In  ï Home Page Picture VES  
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To change the image:  

1.  From Web Configurator, click Setup  to expand the menu.  

 

Home Page Picture LAN  

 

Home Page Picture VES  

2.  Click Home Page Picture  to open t he home page picture w indow . 

 

Add a Home Page Picture LAN  

 

Add a Home Page Picture VES  

3.  Click Browse  and  locate the image you require (it must be a jpeg image, 

maximum size w=360 pixels h=300 pixels).  Select your image and click 

Open.  

4.  Click Upload  to add the image ;  the image will now be shown on the home 

page picture window and on the home page of the Vision  Check - In  screen.  

5.  To restore the image to the original APC logo, click the Restore APC  Logo . 

You should now see the APC logo on the Home Page Picture window.  If no t, 

right click on Right click here and choose refresh to update the photo.  
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Languages LAN Practices only 

You can select a maximum of eight languages to display on the opening page of the 

Vision Check - In . When an alternate language is selected,  using the buttons , the 

interrupt, location and target messages will not display.  

 
Vision Check - In  ï Opening Screen  

 

Add a Language 

1.  From Web Configurator, click Setup  to  expand the menu.  

 
Web Configurator -  Languages  

2.  From setup, select Languages.  The Choose Language Options window will 

open.  
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Language Options  

3.  The Installed column i s a list of available languages;  click the required 

language . I t will be moved to the Selected  column.  

4.  Continue this process until you have added all the required languages  then 

click Save .  Click the cross  in the top right corner to close.  

NOTE: You can add up to eight languages at any one time.  

 

Remove a Language 

1.  From Web Configurator click Setup , this will expand the menu.  

2.  From setup, select Languages  to open  the  Choose Language Options 

window . 

3.  The Selected  column is a list of languages currently in use.  Click on a 

lan guage in the selected list . This language will be moved from the Selected 

column to the Installed column.  

4.  Click Save.  Click the cross  in the top right corner to close.  
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Scrolling Messages 

Scrolling messages are messages which scroll along the bottom of the home page.  

 

 
Vision Check - In ï Scrolling Message LAN  

 

 
Vision Check - In ï Scrolling Message VES  

 

 

Add Scrolling Message 

1.  From Web Configurator, click Setup  to  expand the menu.  Select Scrolling 

Messages  to open the  scrolling message window.  

 

Scrolling  Messages LAN  

 

Scrolling Messages VES  
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2.  Click Add  New Message  to add a new message.  

 

Scrolling Messages  

3.  This will add a new line to the Scrolling Message window.  Click Edit  to add 

your message.  

 

New Scrolling Message  

4.  Type in the required details:  

 
Edit  Scrolling Message  



Vision 3 ï Check-In 31 

 Name ï Type in a name as an identifier for the message , eg flu clinic .  

 Message ï Type in the message you want to scroll along the bottom 

of the home page.  For example, Note The Flu Clinics will be run on 

Saturdays.  

 Active ï To enable scr olling, the message must be active.  

HINT: Seasonal messages eg. Flu vaccinations can be inactivated at 

the end of the flu season .  They are then available to reactivate for the 

next season.  

5.  Click Save .  Click the cross  in the top right corner to close.  

 

Delete Scrolling Message 

1.  From the Web Configurator, click Setup , then s elect  Scrolling Messages  

from the menu.  

2.  Click Edit  for  the scrolling message you want to delete.  The Scrolling Message 

window will open.  

3.  Click Delete .  The scrolling message is now delet ed.  This will close the 

Scrolling Message window.  

 
Scrolling Message -  Delete  

4.  Click the cross  in the top right corner of the Scrolling Messages window to 

close.  Click Exit  to close Web Configurator.  

 

  



  

32 Vision Check-In ï Check-In 

 

Block Clinics and Clinicians 

This facility enables y ou to stop patients from checking in for a particular clinician or 

a specific clinic.  This could be used for a number of purposes, for example:  

 Clinician off sick  ï you need to explain the circumstances to the 

patients.  

 Diabetic Clinic  ï you may need to di rect the patients to the nurse 

first for a blood test.  

 Private Medical Examination  ï you may need to check the 

documentation prior to the appointment.  

Clinics and Clinicians must be added to the Block Clinics and Clinicians list prior to 

adding a block mes sage.  To add staff to the Block Clinics list manually, see Add 

Staff/Clinics -  Manually  on page 32 . 

For LAN practices only , there is an import facility to add staff to the Block facility . See 

Add Staff/Clinics ï Import LAN Practices only  on page  33 .  

Add Staff/Clinics - Manually 

1.  From Web Configurator, click Block Clinics or Patients  to  expand the menu.  

 

Block Clinics or Patients LAN  

 

Scrolling Messages VES  

2.  Select Clinics/Clinicians  to  open the Block Clinics and Clinicians window.  

 
Block Clinics/Clinicians ï Manual Add  
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3.  Click Add  to add a new clinic or clinician.  

NOTE:  The clinic or clinician name must match the name in Vision . 

 

Add Clinic/Clinician  

4.  Type the Clinician/Clinics name . Click Add  to add to the available list . Click 

the cross  in the top right corner to close.  

 

Add Staff/Clinics ï Import LAN Practices only 

1.  From Web Configurator, click Block Clinics or Patients  to  expand the menu.  

 
Web Configurator ï Block Clinics or Patients  

2.  Select Clinics/Clinicians  to  open the Block Clinics and Clinicians window.  

 

Block Clinics/Clinicians ï Manual Add  
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3.  Click Import  to add all clinicians or clinics.  

 
Import Clinic/Clinician  

4.  Click each name on the import list . They will be added to the available list.  

Click the cross  in  the top right corner to close.  

 

Block a Clinic/Clinician 

1.  From Web Configurator, click Block Clinics or Patients  to expand the menu.  

2.  Select Clinics/Clinicians  to  open the Block Clinics and Clinicians window.  

 

Block Clinic/Clinician LAN  

 

Block Clinic/Clin ician VES  

3.  Click on the name you wish to block . This will now be moved to the Blocked  

window and the text colour changed to Red.  

4.  Click Exit  to close Web Configurator.  

 

 

 

 








