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

System

Overview

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

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

Avision Check -In will reduce the demand on reception.

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

Avision Check -In will reduce problems with queuing.

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.
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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
pr act inatiend klentifier  (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.

Tonypandy Health Centre

Cymraeg

1. INps

Touch Here To Check-in
Deutsch

note the Flu clinics will be run on a Saturday

i)

oLsuRLAl

Italiano

LAN Opening Screen

Welcome to Main Outpatients

Jezyk Polski | >

olerRUel

Al
m
R
:

Please remember to clean your hé“pds using t

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. Fromthe Vision Check -In screen, click Touch Here to Check -In. This will
then prompt:  What is your gender  ?

Tonypandy Health Centre Welcome to Main Outpatients

I
L
Touch Here To Check-in I
em—

note the Flu clinics will be run on a Saturday lease remember to clea@ds using t

<.INps

Italiano

Touch Here To Check-in

HEEH

) ‘ %

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  ?

What is your gender? What is your gender?

_—

e =

Start Start
Again Again

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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Which month were you born?

o7

Start
Again

Select Month LAN

4. The required answeris 29 ™, selectthe 29 th.

What day were you born in February

1 1 I Y T
1 Y Y Y
P Y B
£ 2 T Y B

Start
Again

Select Day LAN

5. You will then be prompted to

confirm the details

Which month were you born?

-Ja_nll Mar | Apr
May | Jun | Jul

Aug

Sep | Oct |Nov | Dec

Start
Again

Select Month VES

What day were you born in February

1st | 2nd | 3rd | 4th | 5th || 6th | Tth
8th || 9th | 10th || 11th | 12th || 13th | 14th
15th || 16th | 17th || 18th || 19th || 20th | 21st
22nd || 23rd || 24th || 25th | 26th || 27th | 28th

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

Are these details correct?

Female February
29th

el
Start
Again

Click Logo LAN

Start

Again

Select Day VES

T Do not click Yesor NO . You

4.INPS

Are these details correct?

Female February
29th
No | Yes
:::n 55://?’"7:)5

Click Logo VES
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6. Type the shutdown code , whichis 1574639

Please enter the close down code

1

EES

Done Continue

H
]

Shutdown Code LAN

then click Continue

Please enter the close down code

W

=]
[e[=]=][
[#ll=ll=l«

Done Continue

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?

can now be turned off.

Windows Internet Explorer

Click the Yes button. The screen

\q/ The webpage vou are viewing is trying to close the window.

Do you want to close this window?
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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 60s) .

For all practicest here are four sections that can be config ured, which are:
e Staff & Clinic Details i See Staff & Clinic Details  on page 6.
e Target Group Message - See Target Group Messages on page 16.

e Setup T See Setup onpage 20.

e Block Clinics or Patients i See Block Clinics and Clinicians ~ on page
32.
For VES Practices there is an additional section that requires attenti on:
e Location Details I 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:

e Add Staff or Clinic T See Add Staff on page 6.

e Add Location Details 1 For LAN Practices, see Add Location Message -
LAN Practices on page 8. For VES Practices, see Add Location Message
I VES Practices on page 9.

e Add Interrupt Message - See Interrupt Message on page 12.

Add Staff & Clinic Details

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

Tonypandy Health Centre GYN Ceonfig

Staff & Clinic Details |

Istaff & Clinic Details | Location Details
Target Group Message

Target Group Message

Setup...
Block Clinics/Patients...

Setup

Block Clinics or Patients

Help | I I

ExIit | IH.|P I

Check for updates I Exit I
Staff & Clinic Details ~ LAN Staff & Clinic Details ~ VES
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2. Click Add Staff or Clinic

Edit dr jones

Up stairs on left

to open a new window.

- = Lan 1 L) 1

I Add Staff or Clinic ] [ Location Messages ] [Interrupt Messages } I Add Staff or Clinic I lmlewm Messages ]

SoruFilter Search l:l Sort/Filter |Sort/Filter v Search
Location "

Name Direction Interrupt ! Name A'Ia-s Name  Interrupt

Rl 4. &0 Edit KRM Kewin Murrell  ves

Edit Nurse Green the stairs and turn ==
right.

Edit|dr burns n the_waltmg room
upstairs

Staff and Clinic Details VES

Edit Dr Who The Tardis

Edit Dr Karen Green I 18 Ty (e
upstairs

Edit Dr Cool
Room 1. Go up

Edit Dr Jones the stairs and turn ==
right.

Staff and Clinic Details LAN

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 T Maintenance 7 Book Owners

Enter Name
| | (dd]

Enter Name or Code

[cociel |(~gq]

Impeort Staff and Clinics |

Add Staff and Clinics VES

Add Staff and Clinics LAN

4. Click Add . The new details are added to the Staff & Clinic List.
process until you have added all your Staff and Clinic details.
the top right corner to close.

Continue this
Click the cross in

NOTE: The Import Staff and Clinics
available.

function is currently not

Vision 37 Check-In 7



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 memberdéds record the patient
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 1 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 Staff or Clinic ] I Location Messages I [ Interrupt Messages ]

Location

Name Direction Interrupt

Room 1. Go up

Edit Nurse Green the stairs and tumn v=s
right.

Edit dr bums in the waiting room
upstairs

Edit dr jones Up stairs on left

Edit Dr Who The Tardis

Edit Dr Karen Green 82 R @i
upstairs

Edit Dr Cool
Room 1. Go up

Edit Dr Jones the stairs and turn v=:

right.

Add Location Direction Mes  sage
2. Click Location Messages . The Locations window will open.
| Locations X

Add a new location

Add

Delete a location

CHOOSE ~

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 i 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.

-

Add a new location

Add

Delete a location

| [cHoosE ~|

Delete a Location

3. Clickthe drop-down arrow atthe Delete a location line; choose a location
message to delete .

4. Click Delete . The location message is now deleted. Click the cross inthet op
right corner to close.

Add Location Message i VES Practices

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

GYN Config

Staff & Clinic Details

Location Details
Target Group Message

Setup...
Block Clinics/Patients...

[Fere |
[t ]
Web Configurator 1 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 Mew Location

Name Directions
Please tear of the pninted
slip, then tum left and walk
Edit AUDAHAN down the corridor to the main
reception area to hand your
slip in.

IEdlt new name new direction I

Add Waiting Directions by Location

3. Click Edit on the left of the list; this will open the Waiting Direction Details
window.
MName
AUDAHAN
Directions
Please tear of the printed ~|
=lip, then turn left and |
walk down the corridor to |
the main reception area To i

Edit Waiting Direction Details

4. Type a name in the Name box; this can be the st aff member ds or
name.

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

Vision Appointments I Maintenance i 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 i VES Practices

1. Fromth 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.

10 Vision Check-Ini Check-In



aiing Liarection Uetal

Mame
AUDAHAN

Directions

Please tear of the printed &
=1ip, then turn left and
walk down the corridor to

the main reception area to |

Edit Waiting Direction Details

3. Click Delete . The location message is how deleted.  Click the cross in the top
right corner to close.
Vision 37 Check-In 11



Interrupt Messages

An Interrupt Message is an important message that is specific to a particular
instance. Examples of Interrupt Messages:

e Running late, thank you for your patience.
e Medical Student in Training.
e 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.
— - [ Add Staff or Clinic_] | Interrupt Messages |
I Add Staff or Clinic ] [ Location Messages l [ Interrupt Messages I
SortFilter |SonFiter ¥/  Search
SortFilter search ||
Name Alias Name Interrupt
L ti Edit KRM Kevin Murrell
Name D?rc;t'i?}:: Interrupt Edit DCOX1A Dr Cox Yes
R 16 Edit BAUDIO Audiology Clinic
oom 1. Go up _ o \
Edit Nurse Green the stairs and turn Y=z Edit BGYNAE cmaceco o9y
right.
Edit|dr burns in the_waltlng room
upstairs
T Up stairs on lef Staff and Clinic Details VES
Edit Dr Who The Tardis
Edit Dr Karen Green n the_waltlng foom
upstairs
Edit Dr Cool
Room 1. Go up
Edit Dr Jones the stairs and turn ==
right.

Staff and Clinic Details LAN

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

12 Vision Check-In i Check-In



Add a new message |

Delete message

CHOOSE b

Interrupt Messages - Add

3. Type anew 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 inthe 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.

| LS

Add a new message

Delete message

| cHoose ~|
Interrupt Messages - Delete

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

4. Click Delete . The interrupt message is how deleted. Click the cross in the top
right corner to close.

Vision 31 Check-In 13



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 .
»
Add Staff or Clini Int t Il
[ Add Staff or Clinic ] [ Location Messages ] [Interrupt Messages l L ariciiicy] |ismpniisssngesy)
SortFilter |SomfFilter ¥|  Search | |
Name Alias Name Interrupt
N Location | Edit KRM Kavin Murrell
ame Direction nterrupt Edit DCOX1A, Dr Cox es
Room 1. Go up Edit GALDIC Audiology Clinic
.Edlt MNurse Green the stairs and turn  Y=s / MNAE Gynaecology
. right. GY Clinic
Edit dr bumns in the waiting room
upstairs
Edit dr jones Up stairs on left
Edit Dr Who The Tardis Staff and Clinic Details i Edit VES
Edit Dr Karen Green in the_wa\tmg foom
upstairs
Edit Dr Coal
Room 1. Go up
Edit Dr Jones the stairs and turn ==
right.
Staff and Clinic Details T Edit LAN

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

Nurse Green

Name
[AE PHYSIO CUNIC

_Alias Name
|DR ARMSTRONGS CLINI|

[ |(Browse.. ) [(Upload ] [Delete ]

Alias Name |

Interrupt Message A

NO MESSAGE v
Location Direction | & Location &
1 outside the treatment room VI AE v
T B
1 Medic in Training Vl :gm1
INO LOCATION
Edit Staff or Clinic Details LAN Edit Staff or Clinic Details VES

14 Vision Check-Ini Check-In



e AddaPhoto LAN Practices Only 1 You can add a photo of the staff
member. It mustbe a jpegimage (size: no more than w150 pixels x
h150 pixels):

e Clickthe Browse button, and locate the jpeg file you wish
toadd. Thenclickthe Open button. The location is added to
the browse window.

e Clickthe Upload button. This will add the picture to the
staff file. You should now see the picture on your screen.

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

e AddanAlias Name 71 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  -Inuses Dr Smith.

e Add a Location Direction message 1 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.

e Add an Interrupt message I Click on the arrow atth e end of the
line and select an  interrupt message from the drop -down list. See

Interrupt Messages  on page 12.
e Delete Staff 1 Click Delete to remove the member of staff/clinic.

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

Vision 31 Check-In
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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.
page when a patient

is: Flu vaccination now available

Add New Message

1.

3.

From the Web Configurator, click

Tonypandy Health Centre

successfully checks in.

Staff & Clinic Details

ITarget Group Messagel

Setup

Block Clinics or Patients

Help |

Exit |

Check for updates

Target Group Message LAN

I

These messages are  displayed on the confirmation
An example of a target group message
i see reception

Target Group Message

GYMN Config

Staff & Clinic Details

Location Details

Target Group Message n

Setup...

Block Clinics/Patients...

I Help I

[ Exit |

Target Group Message VES

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

E

Hame

Edit Smoking Message

I Add Mew Message I

Active Gender From To
True Both 14 120

Edit Flu Jab True Both 65 96
Edit YWeight False Baoth 1 13
Edit Dr Who False Both 10 40
Add New Message
A new message will be added to the top of the list - inactive messages are

shown in Red , active messages are shown in Black.

16
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[ ——

[ Add Mew Message J

Name Active Gender From _To
Edit new name False Both 0 120
Edit Smoking Message True Both 14 120
Edit Flu Jab True Both 65 96
Edit Weight False Both 1 13
Edit Dr Wha False Both 10 40

New Message added

4. The new message now needst 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

m

[ Add MNew Message ]

Name Active Gender From To
|ﬂnew name False Baoth 0 120
Edit Smoking Message True Both 14 120
Edit Flu Jab True Both 65 96
Edit W=ight False Baoth 1 13
Edit Dr VWha False Baoth 10 40

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.

Vision 37 Check-In
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Name | [new name

new message

Message

Active | []

Gender | | Both b4
Age From | ([0«

Age To | 120 +

Order | |1 ¥

TN

[Cancell [Delete] [Update]

Message Window

e Name 1 Type inthe name of this new message eg Flu.

e Message 1 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.

e Active 1 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.

e Gender 1 Choose Male, Female or Both from the drop -down list.

e Age From i Clickthe drop -down arrow and select a number between
0 1 120 , this will be the starting age of your range.

e AgeTo T Clickthe drop -down arrow and select a number between (O}
120 , this will be the upper end of your age range.

e Order 1 Clickthe drop -down arrow and select a number from the list ;
this sets the priority of the message. The listis 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 tosave. 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.

18 Vision Check-Ini Check-In



Name |new name
new meszsadge
Message

Active | []

Gender
Age From
AgeTo|

[Cancel] [Delete] [Update]

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:
e General T ForLAN Practices - See General - LAN Practices only on
page 22. For VES Practices - See General 1 VES Practices only on page
23.
e Home Page Picture T See Home Page Picture on page 25.
e Scrolling Messages T See Scrolling Messages on page 29.

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

e Settings T See Settings - LAN Practices only on page 20.

e Languages 1 See Languages LAN Practices only on page 27.

Settings - LAN Practices only
1. From the Web Configurator, click Setup to expand the menu.

Tonypandy Health Centre

Staff & Clinic Details

Target Group Message
—=1p _____.>
Settings o ™

Home Page Picture

Languages

Scrolling Messages

Block Clinics or Patients

Help |

Exit |

Check for updates
Web Configurator - Setup

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

20 Vision Check-In i Check-In



| Settings. X

Before Time | |30 +
After Time | |5

Debug | [J]
Show Year

Show Patient Name

Multiple Appointments | []

O Patients Ahead
Show Waiting Time | O Waiting Time

 Don't Show Message

System Type | |Demo

»5vsType = V3 .
DSNDataPath =P:l

D5NUsexr =5Y¥5 v

e Settings

o Before Time 1 Thisis usedto 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 i 60.

e AfterTime 1 Thisis 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
T 60.

e Debug 71 This should remain unchecked. It will be used by INPS only,
to resolve issues.

e Show Year 1 Clickinthe boxtoturnthison . When turned on this will
show the year of birth for every patient.

e Show Patient Name 7 Clickin the box to turn this on . When turned
on this will show the patient & name for every patient. It will display

the prefix and surname only.

e Multiple Appointments T Click in the box to turn this on . When
turned on , this allows patients to check in for multiple appointments.

e NOTE: Multiple appointments must fall between the before and after
time settings for the patient to be able to check in.

e Show Waiting Time T This function is not currently available.
e System Type 1 Thisis for information only - DO NOT change this
information.

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

Vision 31 Check-In 21



General - LAN Practices only
1. From the Web Configurato  r, click Setup to expand the menu.

Tonypandy Health Centre

Staff & Clinic Details

Target Group Message
Setup S
e HP C

Home Page Picture

Languages

Scrolling Messages

Block Clinics or Patients

Help |

Exit |

Check for updates

Web Configurator - General

2. From the Setup menu, click General . This will open the general window. You
can now configure the settings as required.
| x]

Home Page Title |T0nypandy Health Centre |
Wait Message |F'Iease take a seat in the waiting rool
Timeout Period

Please allow 48 hours

. R for ¥ T t
Disclaimer Text | [T°F °Y *=F=2
medication reguests.

Disclaimer Active | []

Printer Active

General Settings

e Home Page Title i Type your practice name in the Home page title
box . This will appear on the opening page of the Check -In screen.

e Wait Message i Thisis 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.

e Time out Period 1 This period determines how long a page is
displayed on the screen . If the screen is not touched it returns to the

22 Vision Check-In i Check-In



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

arrow and select a number between 0 i 30.
e Disclaimer Text I 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.

e Disclaimer Active i Click in the box to turn the disclaimer text option
on or off.
e Printer Active T Not currently available.

General T VES Practices only

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

OFD Config
Staff & Clinic Details
Location Details

Target Group Message

Setup...
General |

Home Page Picture

Serelling Messages

I Block Clinics/Patients...

| Help |

[Ex |

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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Check In Screen Title Mam Outpatients
Default Wait Message Please take a seat in the main waitir
Default 'Block' Message You are in the wrong area, please reg

Default 'Update

Records’ Msg Your records require amending, plea:

Timeout Period (s) 30 v
Before Period (s) 300
After Period (s) 300 v

Disclaimer Text

Disclaimer Active [V]

General Settings

Check -In Screen Title T Type your practice name in the Check -In
Screen Title box . This will appear on the opening page of the Check -In
screen.

Default Wait Message 1 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 6Bl oc kiéThidlis thesdefgut message that is
displayed if a clinic or a patient is blocked.

Def ault oO6Updat e Rec oirThis essvbgesisdspaged if
the patient has missing information or requires changes to th eir
demographics and clicks 6nobd.

Time out Period 1 This period determines how long a page is

displayed on the screen . If 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 1 30.

Before Period T This is the length of time the patient can check in
prior to their appointment.

After Period I This is the length of time the patient can check in after
their appointment.

Disclaimer Text I 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 T 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.

Tonypandy Health Centre

Cymraeg

o§ JM DS Frangais

Italiano

asrRLl

Touch Here To Check-in
Deutsch

note the Flu clinics will be run on a Saturday

>

Vision Check -In - Home Page Picture LAN

Welcome to Main Outpatients

JeaykPoiii| )
Vo /o’ A

Touch Here To Check-in I

o5yl -

Please remember to cleawds using t
!W/I

Vision Check -In 7 Home Page Picture VES

HEEH
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To change the image:

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

Tonypandy Health Centre

OPD Config
Staff & Clinic Details
Location Details

Staff & Clinic Details

Target Group Message

Target Group Message

Setup
Setup...
Settings
General
General

Home Page Picture

| Home Page Picture |

Scrolling Messages

Languages

| Block Clinics/Patients...

Scrolling Messages

Block Clinics or Patients I |

Help | | |

Exit | [Heir |

Check for updates I Exit |

Home Page Picture LAN Home Page Picture VES

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

n =

Browse.. [Upluad] ’ Restore APC Logo ]

Right click here and choose refresh to update the photo. ‘

Browse.. ]| Upload | [ Restore APC Logo |

Right click here and choose refresh to update the photo.

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 addthe 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 not,
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.

Tonypandy Health Centre

Cymraeg

o=§. |F]Dg Francais

Italiano

oyexRLdl

Touch Here To Check-in
Deutsch

note the Flu clinics will be run on a Saturda
L

Vision Check -In T Opening Screen

Add a Language

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

Tonypandy Health Centre

Staff & Clinic Details

Target Group Message
Setup ;
Settings e — N

Home Page Picture

Scrolling Messages

Block Clinics or Patients

Help |

Exit |

Check for updates

Web Configurator - Languages

2. From setup, select Languages. The Choose Language Options window will
open.
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Installed ‘ Selected ‘
Albanian Welsh
Arabic Gujarati wmﬁeg
Bengali Paolish
Farsi Urdu
Hindi French
Lithuanian ltalian
Portuguese German
Punjabi
Russian
Somali
Spanish
Turkish

Language Options

The Installed columni s alist of available languages; click the required
language . It will be moved to the Selected column.

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.
2.

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

From setup, select Languages toopen the Choose Language Options
window .

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.

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.

Tonypandy Health Centre Welcome to Main Outpatients

‘ -JMW
3, INpS >
Italiano - 4 ;‘ C Ship
Touch Here To Check-in M
[ El e
note the Flu clinics will be runon a Saturdag\ Please remember to clean your hands using
Vision Check -In T Scrolling Message LAN Vision Check -In i Scrolling Message VES

Add Scrolling Message

1. From Web Configurator, click Setup to expandthe menu. Select Scrolling
Messages to openthe scrolling message window.

Tonypandy Health Centre
OPD Cenfig

Staff & Clinic Details
Location Details

Staff & Clinic Details

Target Group Message

Target Group Message

Setup
Setup...
Settings I pr——
General

| Home Page Picture

Home Page Picture

I Scrolling Message

Languages

I Block Clinics/Fatients...

|scroliing Messages

Block Clinics or Patients I I
Help ‘ I I
Exit ‘ I Help I
Check for updates I Exit I
Scrolling Messages LAN Scrolling Messages VES
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2. Click Add New Message to add a new message.

I Add Mew Message I

Hame Active
Edit 48 Hours for repeats True
Edit Flu Clinic True

Scrolling Messages

3. This will add a new line to the Scrolling Message window.
your message.

Click Edit to add

[ Add MNew Message ]

Name Active
Edit 48 Hours for repeats True
Edit Flu Clinic True
Edit new name False

New Scrolling Message

4. Type in the required details:

[P

Mame |new name |
new message
Message

Active | [

[Delete ] [ Save ]

Edit Scrolling Message
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Name 1 Type in a name as an identifier for the message , €g flu clinic .

Message 1 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 1 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.

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

Delete Scrolling Message

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

Click Edit for the scrolling message you want to delete. The Scrolling Message
window will open.

1.

Click Delete . The scrolling message is now delet ed. This will close the
Scrolling Message window.

Name |I1E‘."l.-".l' name |
new message
Message

Active | [

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.

Vision 31 Check-In



Block Clinics and Clinicians

This facility enablesy  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:

e Clinician off sick T you need to explain the circumstances to the
patients.
e Diabetic Clinic T you may need to di  rect the patients to the nurse

first for a blood test.

e Private Medical Examination i 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 T Import LAN Practices only on page 33.

Add Staff/Clinics - Manually

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

Tonypandy Health Centre GYMN Contig
Staff & Clinic Detalls

Location Details
Staff & Clinic Details

Target Group Message

Target Group Message Setup...
General
Setup
Home Page Picture
IEIﬂCIC Clinics or Patients Scrolling Messages
Clinics/Clinicians IBIocI\: cllrllcs.-'Patlentl...I
Patients clinics/Clinicians
Patients
Help | l |
I |
Exiit J
| Help |
Check for updates | e |
Block Clinics or Patients LAN Scrolling Messages VES
2. Select Clinics/Clinicians to open the Block Clinics and Clinicians window.

Available Blocked

Dr Jones dr burns
Dr natalie
Dr Who
hw

T

To delete a name from the availble list.
Hold down Ctrl on your keybeoard and click on
the name you wish to delete.

Block Clinics/Clinicians 1 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

Enter Name

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 7 Import LAN Practices only
1. From Web Configurator, click Block Clinics or Patients to expand the menu.

Tonypandy Health Centre

Staff & Clinic Details

Target Group Message

Setup

IBIock Clinics or Patients| L
Clinics/Clinicians

Patients

Check for updates

Web Configurator 1 Block Clinics or Patients
2. Select Clinics/Clinicians to open the Block Clinics and Clinicians window.
Available Blocked
Dr Jones dr burns
Dr natalie
Dr Who

hv

(mea) [imeer]

To delete a name from the availble list.
Heold down Ctrl on your keybeard and click on
the name you wish to delete.

m‘

Block Clinics/Clinicians 7 Manual Add
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3. Click Import to add all clinicians or clinics.

Click Name To Add to Available List ‘

Import Clinic/Clinician

4. Click each name onthe importlist . 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 toclose Web Configurator.
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