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Quick Reference to Mail
Manager for Admin Staff

What this Quick Reference Guide Covers

The Quick Reference Guide to Mail Manager for Administrative Staff is aimed
to assist Admin staff who are using Mail Manager, in particular to receive and
manage pathology results in XML format. It deals with tasks such as allocating
messages to staff, assigning unmatched results, completing actions, etc.

Other Mail Manager User Guides include:

¢« Quick Reference to Mail Manager for Clinical Staff;
¢ Quick Reference to Mail Manager Setup (for System Managers)

¢ Chapter 5 (version 7, 04/12/07) of the Vision 3 Training Guide,
which can be downloaded from the INPS website www.inps.co.uk
from Training.

e On-screen help within the Mail Manager module.

All the Quick Reference Guides are provided by INPS Training and included on the
Training CD for Mail Manager and GP2GP.

Note that other XML messages can also be received in Mail Manager such as Out of
Hours reports, ETP and PDS Updates etc. and also GP2GP messages. GP2GP
messages are mostly automatic, though GP2GP Record Transfers need to be filed
when received. This is covered in the GP2GP User Guide which can be downloaded
from the INPS website under Client Zone - Downloads - CfH - GP2GP.
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Overview of Mail Manager

How do | access Mail Manager?

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

'\ vision - Live System L o =] 53
Modules Login Options  Help

Messaging
Home
Mailbox
Click on Messaging Mail Manager R
- Mail Manager to N e _— Recistration Link
access XML P g_M " 3 egistration Links
Pathology Mail Administrator
Messages. & p Items of Service
Utilities Management )
ik GP Communicator

Tools

L LJ
VI s l o n www.inps.co.uk

Startup option

There is also a Mail Manager Startup option which can be enabled from the Vision
front menu under Options. Ticking this will automatically launch Mail Manager every
time you log into Vision. You will see your mailbox and other mailboxes to which you

have access rights.

As there will be a transitional period between switching from Mail Administrator /
Mailbox to Mail Manager, it is advisable that, once you have switched Mail Manager
on, you check that all the messages in your Mail Administrator/Mailbox have been
dealt with. Once you are certain that you have dealt with such messages, you can
disable the Mailbox start-up for Mail Administrator by selecting Options — Mailbox

Startup.

'V, Vision - Live System
Modules Login EeltS Help

Setup...
v Use Advanced Printing Management

" v Mailbox Startup TOO'S

| v Mail Manager Startup

Control Panel
Security
Audit Report

Event Log

Switching on automatic Mailbox startup
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The Mail Manager Interface

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

Message Details.

Folder list is divided into Incoming Mail
and Outgoing Mail.
The tree-view pane down the left-hand

side can be expanded by clicking on

and collapsed by clicking on =

Here you see your own mail, and any
mail to which you have access rights.
There are ways to view messages on four
tabs: Staff (messages by staff),

Actions (messages with actions),
Patients (messages by patient name),
Current (selected) Patient.

Message List across the top right
contains a one-line summary of the
currently selected message
depending on what staff or patient is
highlighted on the Folder List.

The Read column is ticked if the
message is Marked as Read.

Right clicking on a message line gives
several options.

All columns are sortable by clicking
on the column header.

2= Dr David Burton, - Mail Manager,

File Fiter Message View Tools Help

S 2 . [iz] o . . = . . % >+ H
Back Forward Refresh  Actions Tick Allocate Read Prink Active Find  ConMgr  Wiew
Incoming Mail
Patients |  No current Patient / Type | Read [ Date Stalf Patient Action/Subject [ Copy [ From Message Rieference |
Stalf Adtions =] Seum  []  09/11/2007 _ Bums, Jayne Facey. Patiicia g No  HO3Dept of Bioche -
- ‘O Citate []  18/10/2007 _ Burton, David  Facey. Patiicia No  BIOCHEMISTRYISO..
L I O Seum []  18/10/2007 ... Burton, David  Haddock. Mary Mo Action Requied Mo RHUOZ.Biochemistr...
* st Ll ] SERUM []  18/10/2007 ... Burton, David  Peaker, Ethel Mo Chemical Pathologyl...
R Ul Ml o Seum  []  18/10/2007 Haddock. Mary Mo Action Required No  HO3.Dept of Bioche...
B Bath Lndea O SERUM []  18/10/2007 _ Bath, Lindsay  Peake, Ethel b To Contact Patient No  Chemical Pathologyl._-
o & Bums,Japne m] SERUM [  18/10/2007 _ Bath, Lindsay  Peake, Ethel W' To Contact Patient No Chemical Pathologyl...
= 4 Buton, David O Livee  [] 17/10/2007 ... Bath, Lindsay ~ Hadzinakou. May Mo Action Required  Action HO3.Dept of Bioche...
+ (1 Unread O Liver  []  17/10/2007 ... System Supervis... Hadzinakou, Mary  Collect Script Action  HU03.Dept of Bioche...
Chesrut, Ellssn O Liver  []  17/10/2007 . Hadzinakou, May  No Action Required No  HO3.Dept of Bioche. .
Corbelt, Gay O SERUM []  17/10/2007 _ Bath, Lindsay  Peake, Ethel No Action Requied No  CARLISLE HOSPIT_.
Cotton, Katherine O .. SERUM [  17/10/2007 ... Bath, Lindsay  Peake. Ethel Mo Action Requied Mo Chemical Pathologyl...
Dietician, Whpes O SERUM []  17/10/2007 ... Bath, Lindsay  Peasgood, Emest Mo Action Requiied Mo Chemical Pathologyl...
Doctor, Oop O Dischar_ [|  14/04/2003 . Mcallister, John  Zzabbott, Zoe Di To Contact Patient No  Kettering General
Dunean, Sandra
Fothering, Fay
Gantley, Olive:
Gresn, Jeft b SERUM
Hallon, Linda Laboratory Report Request SERUM
Hill, Alison Sender: Chemical Fathology Observations
Hither, Fiona CARLISLE HOSPITAL PATHOLOGY '"Urea and electralytes"
Jatta, Bam Recipient: ARUN-ARBUTT EDWIN 482836 ¥ "Seruu alkaline phospharase® 87 W/ (80 - 30
Ko, Jane B ne L ATRITT RS will be filed as: 87 u/L

Date: lE/06/2005 12:30
Martin, Amanda

Mealister, John Order ID:

Burton, David
Chesnut, Elleen
Corbett, Gay
Cotton, Katherine
Distician, Wbpes
Dactor, Oop
Duncan, Sandra
Fathering, Fay

Report ID: xwl0007a/BEM1ZX.0500091001(EDT |

Pairtter, Fiyon Patient: Peagood,Bernie; DOE: 05/03/1983;

Smith, &lan MHS No.: PEAGS0377

Smith, Shella Commenes:

?i::,'ih:,::m" Syt [ Free Text and Further Information

White, &nne AQUEOUES II WATERLIMESASTON CROSE ROCKY
LANEEIPMINGHAMES SRQ

wilson, Darielle

winter, Stella

=-(20 Outgoing Ml

Unallocated Mail

Bath, Lindsay

Bums, Jayne

o "Serum gamma GT lsvel"

Will be filed as: 41 u/L

o "AST serum lsvel"
Will be filed as: 28 u/L
50 - 75

A

41 U/L {0 - 50)

28 U/L {13 - 44)

Gantley, Olive
Gieen, Jeff

B R R O o R I o o o o B R e B ol B oo B R o5

Hallon, Linda
Hil, Alisan v

Pathology Hd

Message Details shows details of the highlighted message. i
Note there may be several tabs, e.g. Pathology, Action, Header,
Audit.

Pathology results have a divided pane, with the result details
showing on the right.

Abnormal results are shown in red. Filed items have a green tick.
Right clicking gives several options.
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Processing New
Results -
Administration

Mail Manager Workflow

Processing New
Results -
Clinician

Allocate result(s) from
the unallocated
mailbox if necessary

View your unread

results from your
folder inthe Staff Tab

Completing
Allocated Actions -
All users

Find Actions allocated
to you or your group
from the Actions tab

Giving Results to
Patients - All users

Find the patient in Mail
Manager or
Consultation Manager

\Z

Assign unmatched
result(s) to 2 patient if
asterisked

R 5

Wark the result(s) as
Read

\Z

N\

Select the result, read
and add any necessary
free text

File result(s) or Mark
Filing as Complete

NS

Action Result{s) and
add any necessary
free text

N\

\NZ

4

Carry out the action
and Mark the Action(s)
as Complete and/or
add another action
znd/or update the
action status

Result(s) can now be
Actioned by the
Clinician

The result is copied to

the selected member

of staff who can now

process and complete
the action

The Action 15 now
complete and the
copied result is deleted
from your Action View.

DO~NDZ2 P

\Z

Select the result, read
and add any necessary
freetext

\Z

Carry out the action
and Mark the Action(s)
as Complete and/or
add another action
and/or update the
action status

The Action is now
complete.
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Viewing messages

Staff tab

Messages are normally viewed and processed from the Staff Tab in Mail Manager.

By selecting the Incoming Mail | = Incoming Mail folder, you can see all the
messages to which you have rights, including those allocated to you. This could
potentially display everybody’s incoming messages but you will only see the
messages of other users if you have access rights to view their mail.

Alternatively, to view only messages allocated to you, select your Mailbox from the
Incoming Mail folder. By clicking on ¥ you are able to look at just the Read or
Unread messages or select your name to look at both.

We advise that at | t =123 Incaming Mail
e advise that at leas # Unaliocated Mail
+ nallacale 4l q .

» Lines in bold
one or tYVOhtStatff have + i Bath, Lindzay 7 WIAERT
6?1(;ﬁf§cglt§]edsMe:il +- 4 Bums Jayne Red lines are

SRL J Burton. David results where
+-_1 Unread one or more are
+- (1] Read abnormal

+- § Chesrut, Eileen

£ Dr Alison Hill - Mail Manager

iiter Message View Tools Help

e . o= _ @ w0, 4 0% B [, 2,8, % & d
Back Forward ~ Refresh Actions Tick Allocate Assign File Read Print Active  Find ConMgy/ View

Patients | Mo current Patient | Re ‘ Date ‘ S(aff/ ‘ Patient |ACIiDm"SUbJEEt | Copy | From
Staff | Acions 1570272007 1204 HilL Al i D I -
057022007 1155 KA Alis -
A”;ﬁ‘g‘-ﬂ‘ag")ﬂ” i _ 5/02/2007 1155 m!(.ﬂhs Filing status - 4th column
= O Incoming Msil Iable'mmmg ELE%%T,:DE‘EDTA Eggg;zuumaa Hill. Alis from left - shows whether
= & Unallocated Mail SERUM 05/02/2007 11:55 Hill, Alis n
= O Read Discharge Summary 1agarzaoaans miLaie|  filed
) Eums,Jayn.e A . . =] |
i & Gutar. Do or partially filed
& & Comet Gay i A=]
+ : Caottan. Katherine 2nd Column or Unfl|ed
+ & Dietician \Whpcs
o e fr;);n Iaelf; - or autofiling failed
+ O E‘,f”’; s u r r H H
b Cothring Poy w (1 partially filed but
o h ren it set by a considered complete (ie it is
- # Hil Ateon : user in your LRRE | not intended to file the
6 nrea i . equest URINE - . .

y practice; dbosrations outstanding items so this
1st column from left 3rd column e et sleeitel message should be treated
- whether ticked for from left - e e 2 n o g filed)
selection system

v .| Read column -
T3 alerts " set ticked if mail
+ Parsons, Pauline
+ & Fobeds, Jahn I by sender has been read.
+ & Scanned, Letters
R If unread, there
; : gm:::gggi:y Clinseal Information: is no tick and
+ :_Sryslemiuperwsurﬂystem the Ilne remaInS
+ ranter, Ting .
w & White, Anns bold. Either
i Ry Mark as Read
e e v am automatically by
7§ Buns Jang o | _Pahology [Acions Feeder] it ]| - lingering, or
i right click and
Mark as Read.
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Show Patient Mail

To list messages for individual patient, right click while pointing to a selected
message in the Message List view, and select View Messages for Patient. This
switches from the Staff tab to the tab previously titled No Current Patient, but now
temporarily headed with the patient's name, and the individual patient's messages
are listed, depending on the filter.

You can also use the Find icon to select an individual patient's messages.

£= Dr Alison Hill - Mail Manager

<:= > o . & o

Back Forward  Refresh Tick Active  Find
Incoming Mail =

Staff } Actions } | ‘ | Status |Type | Re ‘ Date ‘ Staff | Patient |Acunnf5ubjem ‘ Copy | Fram
Patisnts Fessgood, Emest 1 O AProcessing error  Serum [l 05/02/2007 1. Receptionists Peasgood, Emest Pt To Make App... Action RHUDZ
= O &Pmcessing error Serum [m] 0570272007 1... Receptionists Peasgood. Emnest No Action Requi... Action RHU02
[m] AProcessing error Serum m) 05/02/2007 1... Burton, David Peasgood, Emnest Pt To Make App... No RHUDZ
=3 Incoming Wil O MAProcessing error Serum 05/02/2007 12:05 Burton, Dawvid Peasgood, Emest No RHUDZ
w0 Unread O AProcessing eror Serum 05/02/2007 12:05 Burton, David Peaasgood, Emest N RHU0Z|
-1 Rend O AProcessing error Serum [ 05/02/2007 1_. Burton, David Peasgood. Emest No Action Requi_. No  RHUD2
0 Outgning Mail O v & Partially filed Citrate O 0570272007 1... Hill, Alison Peasgood, Emest RiFabdskedppaini-No  BIOCHI
O A4 Filed Citrate [} 0570272007 1__ Hill. Alison Peasgood, Ernest No BIOCHI
View Filters

Whilst on the Staff tab or Patients tab on the Folder List, you can apply a number of
different filters from the Filter menu, which determine which messages are shown.
By default All Dates and All Mail is shown.

Fitter
Staff

Message View T

All dates
1 day

2 days
1 week
2 weeks
1 month
Range:

All Mail

Unassigned
Flagged
Outstanding Action

View Inactive Staff

Active/All

By selecting the Active

oo Mail Manager

File  Filker
- . =®
Back Forward

Incoming Mail

Wiew Tools Help

Refresh

The currently selected
filter is shown in the
heading line just
beneath the tabs. By
default, All Mail for
All dates is shown.

Fatients ] Mo curent Patient ]

El Actions ]

Al datez. Al b ail b4
+-_] Unallocated Mail

+-[7 Hill. &lison

+-[1] Mcallister, John

A

- g
Active Al

or All

icons, you can also filter between just
active messages (i.e. those not yet completed), or both active and inactive messages
which will also display messages that have been completed and marked as read.
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Viewing pathology results

The Message Details pane is on the bottom right underneath the Message list. It
shows the contents of the message currently highlighted in the Message List.

N
Click on the = L ﬁ o O /02007 1517 Rocosonsts  Hod. P Ackin  MIUL2
required
result. The
details will
appear in
the Message
Details
pane. 1Rea | "Scoum ldscad
iy o] ] A |
|80 dates. AliMai AP [Num
< SERUM |
[F71 Laboratory Report ~ |0 Bequest: SERUM
Sender: Chemical Pathology : SERIM
CARLISLE HOSPITAL PATHOLOGY Type: SERUTM; Zource: SERUM
Becipient: AJAT-AJAGEE EKO AS Provider Ref: B,0Z_06000383.8
Becuestor: DR E A ATJTAGEE PA Fractice Ref:
Date: 0371072002 15:05 Collected: Z3/0%3/200Z 1Z:00
Beport ID: Received: Z3/709/Z00EZ l4:52
xmlZ2001l/BEQOD4, 0O00E00007001a Faszting Status: Unknowmn
1 Comments: Fasting sample received
Ordexr ID:
Patient: EDITESTPATIENT, THREE © Observations
19/07/1978; ti "Gerum lipids"
NHZ Ho.: 5993935484 R i
Comments- SERUM LIPID REPORT: FPlease refer fo North Cumbria Cholesterol
Policy
. e A
71 Free Text and Further Information &
"Serum cholesterol" 6.7 mmol/L (Z2.5 - &_H)
HEXAGON HOUSE PYNES HILLEYDON B i . .
LANEEXETELEM? ESE Serum triglycerides Z.3 mwolsL (0.4 - 2 3)
A "LIPID+HDLC (FASTING)"
Clinical Tnformatdon: "Serum HDL cholesterol lewel" 1. Z mmol/sL |[(1.Z2 - 2.86)
Freviously raised|Chol £y Supplenentary Result
< pY s, "Zerum LDL cholesterol lewel" 4 E mmolsL [{1.0 - 4.0
vl emant srsr Dasnle
Pathology | Actions | Hesdsf | Audi |
The left-hand pane gives details about the The right-hand pane shows the actual
message - the recipient, the requestor, the result or results. The tab headings
provider etc. depend on your choice under Display
Note that there are several tabs at the Result on tab in Tools - Options -
bottom: Pathology (the result details), Pathology.
Actions (any actions added); Header Each result is an individual line in the
(message details) and Audit. Observations folder.

Abnormal results, outside the normal range, are shown in red and have either a
red triangle in the left-hand margin (either I if the result value is lower than the
normal range, or | if above the normal range) or a red question mark if the lab
have highlighted the result as Potentially abnormal.

s "Serum cholesterol" 6.7 mmolfSL (E.5 - &.5)
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Processing messages

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

e Use the right click context-sensitive menu options.

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

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

== Dr Alison Hill - Mail Manager

Fie Fiter Message View Tools Help

« .9 B ® .0 _ % &% B .4 . % A A B
Back Forward  Refresh Actions Tick Allocate Assign File Print Active  Find ConMgr View
Hill, Alison
Patients 1 Mo current Patient 1 | | | Status ‘Type ‘ Re. ‘ Date ‘ Stafft ‘ Pati
Staff I Actions [m] Available for filing SERUM O 0540272007 1... Hill. Alison Jach
- x‘ [m] Partially filed Citrate ] 0570272007 1... Hill. Alison Pea
Allalsiiz A M) O Citrate O 05/02/2007 1. Hill_Alison  Pea
£ Staff (25) Ao =
=3 Incoming hil 0 Actions ' |05/02/2007 1__ Hill, Alison Faci
#-& Unallocated Mail 0 et , |05/02/2007 1. Hill Alison  Eam
v & Fothering, Fay O s 05/02/2007 1... Hill. Alison  Dad
& Canfley, Olive ul 05/02/2007 1... Hill. Alison  Cain
w & Green Jeff ul aeAlocat 05/02/2007 1... Hill. Alison  Bacl
% # Hatton Linda [ eAloats.. 05/02/2007 1... Hill. Alison _ Rac
=% Hill. Alison I i5/07/2007 1 Hill, Alison Edd
%@ Unread [i] . 14/014/2003 1413 Hill Alison Zzab
Re-Assign...
Right click on @ message | —— rew
to carry out functions Fie Abnormal TsHlenTa |
f h g h I k oratory Ri  Consider Fiing Complete lequest: Ser. TSH
rom t e rlg t Clic menu, er: RHUOZ Ibservations
A H hemistry "Serum TSH level® 0.400 iufL (030
on that hlghllghted pient: “Serum fres T4 level® 10.0 pmol/L
message On|y - oas0es2 "Full blocd count - FBC"
rt ID: xm "Hzemnglobin estimation” 13.0 g/dL
+§ Robers, John Crder ID: Fres-text (comment) #la
= Patient: Hadd Free-text (comment) #lb
& Scanned, Letters .
& Smith, Alan CI::;:SS HAD . , |"Totel white esll coune™ .0 1043/
g : essage g o cnn neas 0.
w- & Smith, Lindsay g atelet count™ 800 1043/L (140
-k Smith, Sheila [QFree Textand|  view messages for Patient Henecyze caunt
N Free-text (result) #Z
#- % System Supervisor, Sy 56 Spenser Ave ed biood eell (mEm -
#- & Tranter, Tina = S — —
Patient Details "Mean corpuscular volume (MCV)™
+ * Whlte,Aﬂne Free-text (result) 3
* : wlion‘gan'e”e Print... Ctrl+P "Mean corpusc. hzemoglobin (MCH)™ ZE
+ nter, ella
=~ Outgoing Mail b | Archiving 3
%4 Unallacated Mail
- % Fothering, Fay Consultation Manager
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N 100 Hep

a4 B . O . 4 . % B .5 . % o+ A

fresh Actions Tick Allocate Assign File Print Active  Find ConMgr View
atient I ‘ | ‘ Status Twpe | Re | Date | Staff | Patient |AI:t|nn/SubJEct C
ns I [m] &) Available for filing  SERUM [m] 0570272007 1... “Ajai-Ajagbe ... Kamran, Joseph N
[} (&3 Filed Serum O 0540272007 1... Smith, Lindsay Searle, David N
o (£ Filed SERUM 05/02/2007 12:02 Mcallister, John  Mooney, Harold M
S|l ] (Ea Filed SERUM 05/02/2007 12:02 hcallister, John  Mooney, Harald 8
[} [EFiled SERUM 05/02/2007 12:02 Mcallister, John  Mooney, Harald N
O ¥ @Filed Citrate O 05/02/2007 1... Mcallister. Jo... Pidsley. Elvine N
[m} £ Available for filing SERUM O 05/0272007 1... Hill, Alison Jack. Kathy Preddalespraint=N
O Ad Partially filed Citrate [m] 0570272007 1. Hill, Alison Peasgood, Ernest PtTekdaketpaaint- N
<
< SERUML
Laboratory Report Request: SERUM
Sender: [0 Observations
CARLISLE HOSD o o —
Recipient: G Reassign Patient
Bequestor: EDDIZ A.RJACEE

Flle Result Immediately
File with Edit L0y
Fie Al 8
File Abnormal

Display Read Codes

Right click on a or 1
result line in the
Message Details
pane to carry out
filing, adding notes
etc.

B0 - 117)
- 10.0)
Result Note... 50)

Folder Note...

more...

Processing results in five steps

The following five steps show how each result should be initially processed. See page 10 for
details of how to bulk process messages and page 32 for Managing Actioned Messages.

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

1. Allocate the result to a user if necessary

Unallocated mail is listed under the Unallocated Mail folder in the left-hand Folder
List. The result is unallocated because it has not been allocated to a GP or nurse
in your practice. Right click on the result, select Allocate and select the correct
GP or nurse.

2. Assign the result to a patient if asterisked

Unassigned results do not match to a patient in your practice list. They have an

. . = . Pat . .
asterisk by their name, for example: anes.Ta Right click on result, select

Assign and select the correct patient.

3. File or mark as filing complete

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

e Or partially file the message, if pathology, (for example, right click on
message, and select File Abnormal) AND then mark the result as
Consider Filing Complete. Note the other ways to partially file a
pathology result are to right click on a result line in Message Details pane
on the Pathology tab, and select either File Result Immediately, or File
with Edit (the latter lets you make amendments on an Update screen).
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e Orif no filing is required, mark the result as Consider Filing Complete.

4. Mark the result as read.

A clinician should carry this out. Right click on result, select Mark as Read. Note
that for multi-tabbed specimens, you must view EACH tab.

5. Then action if required:

e Either add one or more actions

e Orif no action is required, use the Mark as Complete option. For audit
purposes, we recommend that you always add an action even if you
immediately complete it.

Right click message options
Using the right mouse menu options on a message line is often the quickest way to access
the message processing functions for individual messages.

Note that the right click options will only apply to the currently highlighted message. To
apply a function to more than one message, see Processing Multiple Messages on page 14.

Actions 3

Action
Alerts b Actions - Select one of the frequent
actions from the list or select
Allocate, . . . .
Actions again to pick from a list
Re-allocate, ., L
of both frequent and Additional
o Actions.
Re-fssign...
File &l Alerts
File Abnormal Add or Remove User Alert to flag the
Cansider Filing Camplete result.
Edit: Filed itenm. ..
melete fled item. ..
Allocate

Mark as Read
MMark as UnRead
MMark as Complete

Allocate - For an incoming message
that has not been allocated to a
GP or other staff member, you
Message 3 can allocate the message to a
suitable recipient

Wiew messages For Patient

Yiew ariginal Re-Allocate - You can re-allocate a

Patient Details message from your own in-tray
to another staff member.

Primk. .. ZhElH-P

Archising 3 Assi gn

Consulkation Manager
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Assign - Right click and assign to a
patient using the normal Select
Patient routine (see page 16).

Re-Assign - Re-assign a message
already assigned to a patient, to
another patient. If there are
patient specific actions allocated
to the current patient you will be
warned.

Filing
File All (see page 25) -File all the
result lines in a message
manually. If a multi-specimen
message with more than one
tab, it will file all the results on
all the tabs.

Mark

Mark as Read - Mark a message
as having been read by the
recipient, usually a clinician

Mark as UnRead - Mark a read
item as unread.

Mark as Complete - Mark a
message as complete if you are
not adding any action (although
we recommend that all results
are actioned).

Message

Cancel/Supersede - An XML
Pathology result can be marked
as Cancelled/Superseded j‘
from the right mouse menu, if a
subsequent message has
updated the original.

Copy Message - copy message to
another user

Delete Copy - Delete a copy of a
message.

File Abnormal - Only files those
pathology messages with results
highlighted in red as being
abnormal. These abnormal result
lines have either a red triangle
|4 or ¥ (abnormal and outside
normal range) or a red question
mark (potentially abnormal).

Consider Filing complete - If you
have only partially filed a
message |, either some of the
results or File Abnormal, you
need to select Consider filing
complete FOR EACH MESSAGE
so the system knows that that
message is complete (1.

Edit Filed Item /Delete Filed
Item - currently disabled.
Delete Message - Delete the
selected message

View
View Messages for Patient - List
all the messages for that
patient on the Individual patient
tab.

View original - For a copy of a
message, view the original
message.

Patient Details - View contact
number and address of patient

Print
Print - Print a message.

Consultation Manager

Consultation Manager - Provides
a link into Consultation
Manager to the currently
selected patient's record (see
page 19)

Note If you have marked messages for bulk processing using the tick boxes,
use the File — Ticked option or the relevant icons on the toolbar. The
functions on the right click menu on a message in the Message List will work

only for the highlighted message.
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Message Status
A Pathology result is always in one of three basic states:

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

e Archived - the result has been archived, either manually or via the bulk
archiving function.
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Toolbar icons and their functions

Refresh allows you
to refresh the
screen manually.
The automatic
refresh can be set
from the Message
tab in Tools -
Options.

Allocate -
allows you to
allocate
messages that
have not been
addressed to a

File - allows
you to file
individual or
multi-selected
messages into

Clinician.

the patients’
record.

Read - allows
you to mark
individual or
multi-selected
messages as
Read.

Active - when active
on the toolbar, it
indicates that you are
only viewing active
messages. When
toggled, this changes to
All to show both active

and inactive messages
that have been
completed and read.

== Dr David Burton - Mail Manager

Message Miew Tools Help

File  Filker

} .| B . O

@ 9
Back Forward
Back/Forward

Lets you track
back and forward
through the
messages you
have already
viewed.

Refresh  Actions Tick,

-

)

Allocate

-

=&
= . = .

Read Print

< > H BEH

Active  Find  ConMar  Wiew

Tick toggles

between Tick All

or Untick All for

multi-selection of

messages.

Assign - allows
you to assign or
reassign
individual or
multi-selected
messages to

patients.

Print - allows
you to print
individual or
multi-selected
messages.

View -
Toggle
between the
details pane
and the full
Mail Manager
screen
allowing the
message to
be viewed as
a full page.
NB Ctri+W
can also be
used.

Find - allows you
to find a patient's
messages.

ConMgr -
opens the

currently
selected
patient’s
record in
Consultation
Manager.

Vision 3 Quick Reference to Mail Manager for Admin Staff

13




Processing Multiple Messages

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

Filker Message “Wiew Tools Help
Archive. .. h: — 3 ih
Ticked Actions »
Find Patient. .. F3 Allocak
Yiew Message Window  Crrl+Hw HEate.
Mainkenance Assign. .
Exit F?Ie all
File Abnormal
Consider Filing Complete
Mark as Read
Recover From Archive
Prinkt
Tick al ChrlHa
Unikick, Al Chrl+U
o [AHENS | Action o [Rexd  |Mark as read
& =
Allocate Print ;
. Allocate . Print
¥ e Recover from Archive (from
- Archive View)
Assign .
o : Assign
o LFl= | |File All /File

Abnormal/Consider filing
complete

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

messages by ticking the Status Tupe Fead
Available for filing O 1
select boxes next to thm ' | v & Available for filing 24H_URIME I
. . . i | - L4 Available for filing SERUM (| 1
or using the Tick icon ™ O v @& Available for filing FLUORIDE+EDTA [ 1
(| k4 Available for filing SERUM (| 1
(| Available for filing SERUM (| 1
(| Filed Serum 1
Click on File - Ticked and
select the required function FM Filter Message View Tools Help
you would like to perform P o ®
on the selected results. Find Patient... F3
Allocate. .. I
Maintenance Assian... :
. File all |
j:: < r File Abnormal |
- Consider Filing Complete |
* Staff [33)
=123 Inzoming Mail Mark as Read
:
+ f Unallocated b ai !
- % Bath, Lindsay
+-[2] Unread Print |
+-[C] Read !
+- § Bums, Jayne Tick all Crlea
+- & Burton, David Untick Al Chrl+U
+- & Chesrt Filren T#
In this example we have Ticked - Add Action )
. Contact details:
chosen to Action the two o
ticked messages, so you G
will be taken to the Action
Screen to seIeCt the ACtIon Adgelhy Dr David Burton 211172007
and the person who should Date |
. Code: | | Patient speciic: [~
carry out the action. Tt g
Action by | Receptionists | Confidentiat [~
Status: | Newly Actioned | Complete: [~
T
Once the required process Mail Manager
has been performed on the N)
ticked messages, you W|” 1 Ticked - Allocate messages completed,
be prompted with a o
. . Ok
confirmation that the
selected bulk action
process has been
completed.
On clicking OK, the ticked messages will then be refreshed with the selected
changes.
Note If you have marked messages for bulk processing using
the tick boxes, use the File — Ticked option or the relevant icons
on the toolbar. The functions on the right click menu will work
only for the highlighted message.
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Unallocated Malil

What is Unallocated Mail?

Unallocated Mail displays results which do not match to a staff member, either
because their name has been misspelt or there is no valid staff recipient to receive
the result. Mail Manager allocates mail to the patient’s usual GP by default. If there
is no matching usual GP, the message is deemed as unallocated and should be
processed in the usual manner.

E'= Dr Alison Hill - Mail Manager

lp  Fiter View Toos Help
« . * . 0 ., 5 o
Back  Forward  Refresh Tick Active  Find
Unallocated Mail
Petients ] Mo current Patient I ‘ ‘ | Status |Type ‘ Fe ‘ Date | Staff ‘ Patient ‘Ammn/Sthem ‘ Copy ‘ From
Staff I Actions I [} | Available for filing  Serum [0 050272007 1... Lake, John No  RHUDZ Biochem...
- xl O & Available forfiling  SERUM [1 050272007 1... *Ajai-Ajagbe ... Kamran, Joseph No  Chemical Pathol...
Alfes Al O Auta filing requested OOH ReportMe... [ 14/04/2003 1... “Epac, Stephan No  NHS Direct Wes...
# SitfiZe) O Auto filing requested Out of Hours Re. 1 14/04/2003 1. *Jones, Pat No  NHS Direct Wes..
=+ Incaming Mail
ot W Unallocated Mail
+ % Fathering. Fay
+ & Ganllay, Qlive

If there is a blank space in the Staff column or a misspelt GP or nurse’s name
with an asterisk *, the message is unallocated. Right click on the message
line, select Allocate, and select the correct recipient.

Note Results do not need to be allocated to a particular user before
they can be processed.

How do | allocate a message”?

To allocate an unallocated message, right click on the unallocated message in the top
right Result List and select Allocate. This displays the Allocate Message to Staff
screen. Select a staff member and click OK.

Il Allocate Message to Staff i ] |
Surname | Forename | Title I M nemonic | Fole
Bath Lindsay M LE Health *izitor
Burns Japne Mre JB Comraunity Murse
Burton Dawid Dr [ —
Cpesnt Elleen e Select a member of
orbe ] .
Cotton K.atherine staff. Then Click
Dietician Whpos OK.
Dioctor Oop ammercial TepuisT..
Duncan Sandra 5D Practice Nurse
Fothering Fay FF Secretam LI
= mmblman (1PN [nle Lm = bl fimibmr
Cancel
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Allocating Mail to Inactive Staff

If a member of staff does not have rights to Mail Manager (either because they have
been inactivated as a Vision user or they have had their Security rights to Mail
Manager removed), you are not able to allocate messages to their Mailbox as it will
not be available for selection from the Allocate Message to Staff screen.

In this
example,
Allison Hill
does not
have any
rights to Mail
Manager.
Although she
has a
Mailbox, you
can see that
she cannot
be selected
for message
allocation
from the
Allocate
Message to
Staff screen.

&t Mr System System Supervisor - Mail Manager

@« .2 49 B0 F . B .5 . s 4+ 4 B
Back Forward — Refresh  Actions Tick Allocate Assign File: Frint Active Find  ConMar  Wiew
Incoming Mail
Patients ] Mo current Patient I | | | Status ‘ Tvpe | Fiead | Date
Staff l Actions I O Auto filing requested 00H Report Message [ 1470472003 14
Al dates. A1 Mal XI O led Discharge Summary [ 1470472003 14
O Aulo filing lequesled Out of Hours Report  [] 14/04/2003 14
# Stalt (28] O Pathology Message  []  19/03/2003 12
=23 Incoming b ail
+- ¢ Unallocated Mail
+- 4 Fothering, Fay
+-f Gantley, Olive
+-f Green, Jeff
¥
| +- ¢ Hil. Alizon |
¥ HIlL Gail £
[+ & Hither, Fiona
+ 4 Jatta, Bamy -—ag—L
\r Kbl Joms I Allocate Message to Staff [[:JEJ
e tin, Amanda Surname Forename Mnemonic Fole »~
wf MasorBaathy Doctar DQp Dir aoH Commerc.:l\?‘nIDeputlsl
o & Mealster, Job Gantley Olive Mrs aG Hea.lth\r"lsltor
4 Painter, Fiyon Green Jeff Dr JG Asslstant”
- & Parsons, Pauline Hfa\ton L\nf:la L5 LH Health\u"!sltor
: Hill Gail iz GH Community Murse
+- % Robets. John tazon Dorothy iz Dt Physiotherapist
- Scamned, Letters Meallister John Dr JM Partner =
+- f Smith, Alan Pairter Ffyaon Mz FFP Practice Murse
+- A Smith, Lindsay Scanned Letters s 5L Secretary v
+-f Smith, Sheila “( e : - L o A T
+- % System Supervisor, Syst [[— =
+- f Tranter, Tina l:l Cancel
+-f Wwhite, Anne
+- ¢ Wilzon, Daniele ALVERETORE Heenatocrit -
+- & Winter, Stella ‘ ‘ GOSPORT H XHean corpuscy
=1 [ Outaoing Mail HawrE ol maan cavenee

Why can’t | see any unallocated mail?

You probably don't have rights to view unallocated mail. Any staff member can be

given rights to view and action Unallocated Mail.

We strongly advise that at least

one, if not two, staff members can access Unallocated results and deal with them on

a daily basis.

Why can’t | allocate unallocated mail?

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

@ fou will have insufficient rights ko view this message once it has been Allocated to Ms Fay Fothering
-

Do ol wish to continue,
Yes | Mo I

Rights to view mail is set up in Control Panel - Mail Maintenance - Staff Access (see
Quick Reference to Pathology Setup by System Managers).

I’ve allocated mail but can’t see the result details

When you allocate a result to a selected staff member, if you have insufficient rights
to view the staff member's mail, the result details will not be shown in the bottom
pane. When the screen next refreshes, the result will disappear completely from your
in-tray.

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

You cannot allocate an original pathology result to a group - it must be allocated to
an individual. Only copies of results and actions are allocated to groups of staff.

How do | Reallocate Mail?

Mail can be reallocated to another staff member at any time. Reallocation can only be
performed by the current ‘owner’ of the mail item. A copied result cannot be
reallocated. To reallocate:

1. Right click on the result and select
Reallocate. T

Actions

Serum cholesterol [ 1670472007

e 6/04/72007
7042007 0
6/04/72007

-

-

Alerts

Allacate,,,

Assign,.,
Re-As5idn.

{ holestera
Laboratory Rep (= o st: Serum
Sender: Dept  Fie ahnormal -
The Big Hosp: Serum; 3
Tomee B Comsider, Fling Complete v Tef-
2. Choose the required individual, click
i
OK. Surmame I Farename I Title I Mremonic I Role |:
Bath Lindsay Mrs LE Health Yisitar
Burns Jayre s JB Commurity Murse
Chesnut Eileen s EC Health Wisitor |
Corbett Gay tdrs GC Other Health Care P.
Cattan Katherine Mrs KC Cornraunity Murse
Dietician Wwhpcs Mz oT Dietician
Dractor Oop Dr 0aH Commmercial Deputisi...
Duncan Sandia Mis sh Practice Murse
Fathering Fay Ms FF Secretary
Gantley Qlive Mrs [ule} Health Visitar LI
[ e n. T ik ek
oK I Cancel | Unallacate |

Once a result has been reallocated, it will disappear from the previous owners in-tray
and appear in the new owners in-tray. Reallocation automatically resets the status of
the result to ‘unread’. All reallocations are audited.
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How do | access the patient record from Mail
Manager?

From any point within the context of an individual patient, it is possible to switch to
Consultation Manager for review of the patient record, as long as you have the
appropriate security rights.

1. In Mail Manager, select the message for the patient for whom you wish to
open the patient record.

2. Select the Consultation Manager icon from the toolbar.

0. % % LB .8 . 8. % ot

Tick. Allocate Assign File Read Print All Find

1 | | I Status Type | Read | Date © | Staff | Patiert
O Filed Serum O 2271172007 11:53 Burton, David Peasgm
ﬂ O Available for filing Serum O 2271172007 11:53 *Haddo
O Available for filing Serum O 2271172007 11:52 *Haddo
J L) - '} -

3. You are taken to the patient record in Consultation Manager. When you have
finished with the selected patient record, close the consultation and click back

to Mail Manager.
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Unassigned Patients

What are unassigned patients?

Unassigned patients are the messages whose details have not matched to a patient
in your system. This could be due to a spelling mistake by the lab, a change of name
since the test was sent to the lab or because the patient is not on your system. The

patient details criteria is based primarily on Surname and Forename, but will take
into account Sex, Date of Birth and NHS No, where provided.

E'= Dr Alison Hill - Mail Manager

Aiter View Tools Help

- .o o . ok

Back Forward  Refresh Tick Active  Find
Incoming Mail

Patients ] Mo current Patiant } | ‘ | Status |Type ‘ Re. ‘ Date ‘ Staff ‘ Patient ‘A:ﬂon/S

Staff I Actions 1 [m] Auto filing requested OOH Report Me... [] 1470442003 1. *Epoc, Stephan
110 Auto filing requested Out of Hours Re... [] 1470472003 1... *Jones, Pat
All dates. UnAssigned x
§ Staff (25

SRS ncoming Mail

+- % Unallocated Mail
+ & Fothering, Fay
+- & Gantley, Olive
#- & Green, Jef
= & Halton, Linda
#- & Hill. Alison
w- & Hill, Gail
s e

How do | find unassigned patients?

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

=lones, Pat

Or Click on the | Patient | heading to sort the list to display unassigned
patients first.

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

Dates.
Message View T

To view staff
unassigned ' v Al dates
messages, click | 1d
on Filter then : 3 day
select avs
Unassigned. | Lweek

2 weeks

1 month

Range:

All Mail

Unassigned

Flagged

Outstanding Action

View Inactive Staff

20
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Why do | need to assigh unassigned patients?

Messages about unassigned patients will not file into Consultation Manager. You
need to match them up with the right patient on your database so the message will
be filed in their patient record.

How do | assign a patient?

; ;
1. Right click on result. Select

Fle Fiter Message View Tools Help

Assin R - = R S g .~ 4 4 @8
g . Back | Forvard | Reffesh Actons | Tick | Alocate | Assgn Pt | Actve Fnd View
Unallocated Mail
Patients | No curentPatient | [_| | [Status [Tyee [Re..[Date [ sttt [ Patient
Staft \ Actions =] Auto filing requested OOH ReportMe... [ 14/04/2003 1... *Epoc. Stephan
Auto filing requested Out of HowmnDn 34104120031 *Jones, Pat
All dates. UnAssigned X| Actions &
+ Steff25) -~
= Incor Aerts
Fothering, Fay Alocate...
Gantley, Olive
Green, Jeff
Helton, Linde Assign...
Hill, Alison
Hill, Gail
Hither, Fiona
Jatte, Barry <
Kimble. Jone
Martin, Amanda. -
Mason, Dorothy "
Meallister, John [ncident Repo“
Painter. Fiyon B
Parsons, Pauline Call number: 103 MarkasRead Receive Date
Roberts, John Patient's Name: Pat
Scanned, Let p
o Date of birth: 14- R Gender:
Srmith Lindsay Address: Ad "
Smith, Sheila
w4 System Supenvisor, Sy 4T k
w & Tranter Tina AS]
w0 & White, Anne Kel
* ‘Wilson, Danielle ..
= & Winior Stela Te‘l No: 012 Pt Cui-p Call Origin:
= (2 Outgoing Mail Priority: Pric Calltype:
it : t’;:”:v;:‘fﬂ';a“ Received: 17:¢ Passed:
« 4 Gentley. Olive Advised: 17:50 Arrived PCC

M Assipn Patient

14/04/2002 Dut of Hours Report

2. The Assign Patient screen is
displayed with a list of Miossage P Do
possible matches to the Vision | s sre roerane ra vaeorsimranonsr

NHS Humber. <NONE> Sex: Female

patient register in the bottom et

pa n e . TN24 B5B
Possitle Matches:
Suname: Forename Dok NHS Number | Sex | Fiegistration Status Match -
Jones Peter 02/11/1387 JONEZ1186  Male  Transfeed Out Sumame, sl 3
Jones Peter Alan 22/05/1952 JONE220S51 Male  Pivate Surname, Initisl
Jones Jayee T1/01/1912 JONETIDNT  Female  Temporary Resident < 16days Sumame
Jones Jdoyce 21/09/1914 JONE210513  Female  Transferred Out Sumame
Jones Jdoyce 25/02/15920 JONE250219  Female  Transferred Out Sumame
Jones Joyce 1841141926 JONETB1125  Female  Temporary Resident < 16 days Sumame
Jones Joyce 26/04/1929 JONE2GO428  Female  Transferred Out Sumame
Jones Joyce 01/08/1532 JONE10E31  Female  Permanent Sumame
Jones Joyce 11101533 JONET1I0R2  Female  Transfered Dut Sumame
lrmes lanra DAMRAG4T INKFIANR4?  Famala  Parmansnt Girnams. s
< | &
Seleot " Eancel 1

You have two options:
Either a patient may be selected from the list of possible matches,

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

1. Click OK once the required patient has been selected and the message will be
assigned to that patient.
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Reassigning a patient

If you the message has been assigned to the wrong patient by mistake, you can
reassign the message to a different patient. You cannot reassign a result that has
been already filed or partially filed:

1. Right click on the message, select re-assign

2. Choose the correct patient from the list or click on select to search the
practice list.

When have found the required patient click OK.

4. If the message has patient specific actions relevant to the currently assigned,
you will receive the following warning message: The following actions were
assigned to the current patient — Do you wish to reassign the message?

P_El

Dabe: 28/02/2003 0745

Staff: *Hill, Alizon

Patient: Peach, targanst

Type: Citrate

From: BIOCHEMISTRYISOUTHPORT -&-ORMSKIRK-HOSPITAL
tMeszage Reference:

The following actions were agzigned to the curent patient: -

Complete | Test
M Tell Patient Marmal

Do you wish to Re-Assign this meszage?

5. Select Yes to reassign to the selected patient or No to keep the message
assigned to the original message.

Assigning/Reassigning Patients from View Mail for Patients
As long as you have not filed or partially filed results to a patient record, you are able
to assign or reassign a message from the patient record in Consultation Manager.

1. With the patient selected in Consultation Manger select View Mail for Patient.
2. Select the required result from the list.

3. Right click in the result area and select Assign Patient or Reassign Patient
from the menu.
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M Individual Message f'5__<|

File &1l | FiIeAbnormaI| Frint | Add Action | Actions... | Cloze | Notes
< SERUM |
7 Laboratory Report ~ Request: SERUM
Sender: Chemical Patho Observations
CARLISLE HOSPITAL PATH "Urea and electrolytes"
Recipient: EDWAFRD AJAL Pleasze repeat in 1 month
Beguestor: DR E A_ATA e n n ac
Date: 09/10/2002 15:05 | S"“I Reassign Patient 1 '
Report ID: "Serum po | | o =l - - 0
xmlZ8004d/EE000L. 00006 "gerum ure e Resltlmmediately b o o g
xwlZE004d] "Sarum cre File Result with Edit 73 - 1263
gr:?r iD:EDITESTPATIEN ‘Liver sun  FEA
atlient: I
DOB: 01/01/1945; "Herum tot F\Ie.;\bnorm;l ; 0 wmol/L (0 - Z2)
y i " Display Read Codes
MHS No.: 9999939527 AST serum i 44)
Comments: "Serum alk Mare. .. 0 wu/L {40 - 117}
"Plasma ol  Resylk Note... L {2.5 - 10.0)
7 Free Text and Further Inform [y "Serum TSH  Folder ote.. 30 - 4.50)
THYROID FUNSTION ™ TEST
Clinical Information:
LOUTINE SCREEN hd
&[] > &0 L) 4

Pathology | Actions | Header | Audit

4. Choose the required patient from the list or choose select to search for the
patient in the practice list.

5. Once you have found the correct patient, select OK to save. The message will

now be removed from the current patient record and sent to the selected
patient.
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What should | do if a result cannot be assigned to a patient?

If you cannot assign a result to a patient (i.e. if the patient is not registered) then
you can remove the result. You should inform the sender of the message if the
patient is not registered at your practice.

1. Right click on the result and select the Print option. You can then inform the
result sender with a printed copy that this is not your patient.

= Dr Alison Hill - Mail Manager

Fle Fiter Message View Toos Help

¢« .+ . @ ® _ O 4 . F . G . % o
Back  Forward  Refresh Actons  Tick  Alocate  Assign Print Active  Find View
H [ stetus [Type [re.. [ Date [ staft [ Patient
TO prlnt a Auto filing requested OOH ReportMe.. [ 14/04/2003 1. *Epoc. Stephan
Copy Of the Auto filing requested Outof Howos e 11 damaonna s =Jones, Pat
Aerts >
message.
Alocate...

Right click on

the message, s
select Print. \
B e N\

Masan, Dorothy
Meallister, John
Painter, Fiyon )
Farsons, Pauline Call number:
Foberts. John Patient's Name:

Scanned, Letters A
Smith, Alan Date of birth:

Smith, Lincisay Address:
Smith, Sheila
System Supervisor, Sy

Incident Report

Mark as Read Receive Date

Gender:
Message 4

Tranter, Tina
“ihite, Anne
-4 wilson, Danielle 5 f— Culep S
& Winter, Stella Tel No: Call Origin:
=0 Ouigaing ball Priority: Pris Calltype:

: I ED”EH;‘E;'E?;;E” Received: 17: Passed:

-4 Gantley, Olive B Advised: 17:50 Arrived PCC

Hiplivn

2. Right click on the result and select Message — Delete Message.

| ‘ ‘ Status | Tupe | Read | Date | Staff
| Available for filing O 25/03/2008 11:27
N = 1:28 =Ajai-Ajagbe. Ed...
>
| Available for filing Actions 28
O ! Available for Filing SERUM  Alerts » [1:28 System Supervisor
O | Available for filing SERUM Alocat :28 System Supervisor
O w = Partially filed SERUM oS 5:53 Meptune. Caral
il ¥ Patialle filed SERUM 5:53 Neptune. Carol
SERUM  Assign... :28 System Supervisor
TO delete a I'eSU|t SERUM :29 System Supervisor
Serum 4 Frescrber, Murse
th at can nOt be Semum h:48 Neptune. Carol
allocated, right Citrate 7-47 =Hill, Alison
3 Citrate: 7 Prescrber, Murse
Cl ICk a nd SeleCt Citrate 7-47 Neptune. Carol
— Citrate 7-45 =Hill. Alizon
Message - Delete . e o e
message.

Add New Action...
Complete

[ edit Mr System Supervi

Print... Chrl+P
i i Cancel ! Supersede

Copy Message

3. The message is now completely removed from Mail Manager.
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Messages assigned to transferred out, expired temporary or
immediately necessary patients
When a message has been assigned to a transferred out, expired temporary or

immediately necessary patient, when selecting the message , you are warned with
the following message: “Warning: this message is assigned to an inactive patient”.

Filing

Filing Status

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

Most practice use automatic filing where the result is Read coded in to the Journal
in Consultation Manager upon receipt. If successful, the filing status is filed 3.
Even when filed, a message can be processed, i.e. have an action added, be marked
as read, copied etc.

Result lines that have been filed are marked with a green tick:

b W "Serum cholesterol" &.7 mmol/L (2.8 - &.5)

If automatic filing is unsuccessful, the filing icon is " (check if the message is
assigned and allocated). The results for unassigned patients will heed to be manually
filed after the result has been assigned to a patient.

Any unfiled = or partially filed items are normally dealt with by
administrative staff. Partially filed items can occur if only the abnormal result lines
have been filed (File Abnormal) or individual result lines have been filed. To
complete partially filed items, right click on the message and select Consider Filing
Complete - this then adds the following filing icon [ which indicates it was partially
filed but considered complete (i.e. it is not intended to file the outstanding items so
this message should be treated as filed).

I | I Statug | Type | Read | Date © | Staff I Patient I
Partially filed Serum lipids | 1770472007 07-31 Haddock. Mary
Available for filing - *Haddock. Mary

Serum cholestero!

[:| Filed Serum cholestero Flllng Status and Haddock, Mary
< p——ddid gam Urine I f Franklin, Matalie
Mid Stream Urine| +CON TOF *Nuttall, Edith
Partially filed Serum free T3 le messages. Dr Syed O A Soobhan, Cindy

*Haddock, Mary
Spenser, Edmund *Haddock. Mary

Available for filing Serum lipids
Available for filing Serum cholestero

oOooooooio
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[ T [5tatus [ Type [ Rsad [ Dats = [ 5tait
O {=] Partially filed Serum lipids O 177042007 07:1
a ¥ ] Available for filing Serum cholesterol O 17/04/2007 07:30
. O Filed Serum cholesterol O 167042007 13:36
Fl I ed O (L] Considered filed as co... Mid Stream Urine O 1670472007 13:35
Mid Stream Urine O 1670472007 13:35
messages ¥ ially fi Serum free T3 level  [] 0470472007 11:50 “Di Sped 0 A
D Serum lipids [m| 04/04/2007 11:50 System Super
< |
< “Serum lipids* |
Laboratory Report - Request: Serum
Sender: RHUOZ, Biochemistry Observations
A Biochemistry 440.. Serum lipids
RGSUIt llnes ‘;E“P“”tf W 440 Serum cholesterol 1.1 mmelfL (1.
EW_ESEM' W 440.. Serum triglycerides
a ave pbeen Date: 04/06/2004
Repore ID: Free-text (result) #la
A *m11003 Free-text (resule) #1b
filed have a || e Treecare remiin) $10
A J o Patient: Haddock,Mary; DOB: Fres-text (resulc) #ld
green t|Ck . 29701718375 ¥ 44PI. Calculated LDL cholestersl level
NHE No.: HADDZSO137
Comments:
[ Free Text and Further Information
56 Spenser
AvenueClespolisCornwall

How do | file a result manually?

To file a result manually, right click on the result in the Message List and select File
All. File All files all the result lines in the selected message into the patient's record
in Consultation Manager.

Type | Read | Date © 5
{m] = Partially filed Serum lipi =
T = r = Actions 3
O L 4 Available for filing Serum che 0
[m] 23 Filed Serum che  alerts » 36
O [ Considered filed as co... Mid Streal o 5
] Available for filing Mid Strear ”;‘i Et 5
v fil O Partially filed Serum freq 00 0D
To manua y tie, (o Available for filing Sewum liph  ssan 0
ri g ht mouse (] Available for filing Serum che  Re-gssion, . 9 =5
- File All
C|ICk on the il File Abnormal I
m essa e Se I eCt Zonsider Filing Complete
g ! Edit: Filed itam,..
i hS ' Delete fleditem. ,
FI I €a I I . [0 Laboratory Report N
Sender: Biochemisvry Mark as Read
Biochemistry Mark as Wnfead
Recipient: Mark as Complete
Requestor:
Date: 04/06/2004 Message » 1
Deport ID: - - -
#mlll08/BESEE947W [AZTH ] View messages For Patient 1.z
Order ID: Yiew original ster
Patient: Haddock, Mary; DOB: Patient Details
2970171337 ;
NHE No.: HADDZR0137 Print... CrhP
Comments:
Archiiving »
1 Free Text and Further Information Consultation Manager
56 Spenser
AvenueClecpolisCornwall

File result lines manually

You can also right click within the result lines on the Message Details (bottom right
pane) and select one of the following:

File Result Immediately files a result line directly into Consultation Manager.

File with Edit files the result but stop at an update screen in case you want to add
your own free text notes.

File All files everything in the message.
File Tab only files results on the currently displayed results tab.

File Abnormal files only those lines flagged as abnormal (in red).
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If partially filed
Complete so that the message is completed 1 and eventually archived.

W lools Hep

Bl 2
fresh Actions

n

stient I
s |
J—1
X

o . 4+ . & . =
Tick Allocate Assign File

=
-

-
Print Active

b ok H

| (e.g., after using File Abnormal), then select Consider Filing

Find ConMgr View

‘ | Status Type

| Fe | Date

L‘

[ Stet

[ Patiant [ ction/Subject

C
[m] & Available for filing SERUM O 05/02/2007 1. *Ajai-Ajagbe ... Kamran, Joseph N
O Filed Serum O 05022007 1._. Smith, Lindsay Searle, David N
Filed SERUM 05/02/2007 12:02 Mcallister. John  Mooney, Harold M
[m] Filed SERUM 05/02/2007 12:02 Mcallister. John  Mooney, Harold M
O Filed SERUM 05/02/2007 12:02 Mcallister, John  Mooney. Harald &)
O Filed Citrate O 050272007 1._. Mcallister. Jo_.. Pidsley. Elvine N
O Available for filing SERUM [ 05/02/2007 1... Hill. Alison Jack. Kathy PrFebakeAppaint= N
[m] 4 Partially filed Citrate O 0540272007 1... Hill. Alison Peasgood. Ernest PHeiake-Appaint- N
< |
< SERLM

Laboratory Report Request: SERUM

Sender: Chemica 1 Pathology Observations

casue sosermas aewoioss B e e

:Qequesn:z; EDDIZ A.AJAGRE Blease repe Reassign Patient

- 2002 15:05 "Serum sodiul

oo e T rereatmmertay

ml28004£/BR0O001 . 0000600007001 [EDT | "Serum ures File with Edit Loy

Order ID: k

Patient: EDITESTPATIENT, SEVEN; DOB: FHE N‘ F

01/01/1545; File Abnormal 0= o

c?,:jg:;; sessmssszz w25t womm 2| DiSplay Read Codes

"Serum alkal g0 - 117)
[F] Free Text and Further Information "Blasma glug OTE - 10.0)
Ity rserus 7sm 1  Resuft Note.. )
TaveoTD FUNCG  Folder Note...
Cliniezl Information:
ROUTINE SCREEN

Result lines that have been filed are marked with a green tick:

s, ¥ "Serum cholesterol"

&7 mmol/SL

Filing Multi-specimen Messages

When you select File all or File Abnormal on a multi-specimen message, Vision will
attempt to file all the results found on all the tabs (or all the abnormal ones) within
the selected message i.e. you do not need to individually file the contents of each

(E.E - 5.5}

tab. To file the results on the currently selected tab only, select File Tab.

b

Blood[Read] | Serum(Read) | EDTAIRead) | CitratelRead) |

] Request: Blood
F7 Observations

v

[y # "Serum vitamin ELZ"

v

"Serum free T3 level"
"Blz/folate level"

5.0 pmol/L (2.6 - 5.5}

200 ng/L

Please note new normal range for BlE assay.

"Zerum folate"

Consider Filing Complete

2.8 ug/L (2.7 - 20.0)

If a result hasn’t been completely filed but you are happy the necessary information

has been Read coded into the patient Journal, you can select Consider Filing

Complete from the right click menu.
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Why won’t my message file?

A message or result line will not file:

If the result line needs Read codes assigning (right click and select
Assign Read codes).

E!)( "PEP1" Supplementary Besult

DPAPAPROTEIN EAND» PRESENT
WITH IMMUNOSTPFRESSION
SAMPLE REFERERED» TO
TMMUMOLOGT

If the result line needs valid Vision units (right click on the result
line and select Assign Valid Units).

If the message needs to be assigned to a patient (right click on
message and select Assign - see page 21).

If an action copy is marked as confidential, anyone viewing that
action copy will not be able to see the right-hand side of the
message details, i.e. the Request and Observations folders will be
hidden. Such action copies cannot be filed.

28
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Action Status

Once an action has been assigned to a message, it may go through a number of
stages prior to the action being marked as complete, for instance if you need to
contact the patient to tell them about a result and they were not home. At each
stage, the responsible user may wish to update the selectable status of the message.
This is done by adding an Action Status to a result.

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

How do | record an action status?

Action status can be added either whilst you are actioning a message or at any other
stage prior to completion in Mail Manager of in Mail for Patient in Consultation
Manager. Depending on how they have been added to the system, some action
status will complete the action. See Quick Reference to Mail Manager Setting Up.

1. To record an action status, click
on the Actions tab. In the
bottom pane of a selected
message. Click on edit which
displays the Update Action
screen.

Sot By

form Ne: M System System Supervisor

Z copmem T
i [— Ll curwmcvur ae nouopummes saussen
2. From the drop down ||St, select a Fil Serum lpids [ 26/04/2007 15:17 Gps Haddack,
\ = x| 1
relevant action status e.g. No (£ Fied ~Contact detais .
iy . Filed Patient  Haigh, Martin a
answer, Awaiting Patient Addiess:  7Wharfedale Grove, Leeds, L57 2L0
’
H Contact
Response, In Progress. Click OK. e
 Evinting:
Setby: Mr Spstem System Supervizar 01/05/2007
Code: Dr Ta Contact Patisnt Patient specific: 7
Test: Di To Contact Patient
Actior by Gips
Status: Mewly Actioned Complete: =
- Update:
Drates
Teut: = -
.
4 »
Complete Actionby: [Gps =] !
I edit Gps Status: [Newly Adtioned =] Complte [T | fu
Mewly &ctioned B
1. i
[ o B -
waiting Patient Fiespanse

In Progress
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How do | add an action status to a result from Consultation

Manager?
1. Click on View Mail for

Patient = in Consultation
Manager.

2. Click on the Outstanding
Actions tab. All results with
outstanding actions are
displayed.

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

4. Click on the Actions button
and select relevant message
to update.

5. Click on Update.

I R = e

0= | F

onsultations  » Joumnal | Filtered Listl Summary/

1.3 mmoldL

x|
[a[F[A] Subject Action [ ‘Agtion Completed Staff Fren
] 260472007 Senum fpics David Buton RHUDZ Biochen
[ 26472007 Serum lpics D Burton RHUD2 Biocher
7] 2600472007 Gonadotcpkin evels Pt T Make Appoiniment_ Receptionists Aan Srith RHUOZ Biochen
1l | 0|
Fiter [~ AT Urarchived | Uniead |_3eacl| [ |_euchived | _Unfied |
Compief cion | View Resut Exit

Fiter _AllUnachived | Urvead | _Read [ Ouistanding Actions | _C

| _schived | Unfiled

T e B

Bl Individual Message

N I =

< “Gonad®ophin levels'(Read] |
Laboratoty Report <0 RequesNSeum
[0 Observatiyns

04/06/2004
Report ID o Serun potassi)
*m11007/BB=6 534 700 (EDT

Click on the
Actions
button.

1 Wil be filed as: 4 X\nf
Order ID:

Patient: Haddeck,Mary;
DOB: 29/0L/1937;

NHS No.: HADD250137

-1 Free Text and Further
Information

56 Spenser
AvenueCleopolistornuall

i K1

Patholagy | Actions | Header | Audit

[ Individual Message:

Pl | Fepbrone | Pit | actions. | Cese |

Hotes

x|

d_ b rophin levels"[Read) | S erum linids"Read)

Complete | Action by
N ceptionists

4 F
EI: Complete.. | Add update. [[ ] oK | camodd |

|

T
AwenmeCleopelisCornvall

4 p[ )4

Pathalogy | Actions | Header | Audit
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6. Select Action Status from N

i~ Contact detail ‘

the drop down list. Patiert HADDOCK, MARY

Address
THOATLAND GREEN

Contact (0161 967 7362
Humbers:

- Evisting
Set By

. Sustern Sypstem Supervizor
7 . CI 1C k O K tO save. Code Pt ToMake Appointment Patient Gpeciic. [

Test Pt Ta Make Appaintment

Action by Stella winter

Status Mo Answer Complete: [T
r~Add/Upda
Action by ISlella Winter j Patient Specific. 7
Deadine |[v 26/04/2007 -
Text:
Confidzntial =
Status: [ 53 Complete [~
Newly Actioned
Mo Answer Cancel
Complete

How do | view action status?

To view action status in Consultation Manager:

® = | T

1. Click on the View Mail for (Hbed| ¢ B

Patient = in |
Consultation Manager ohsultations ¥ Journal | Filtered ListI Summarn

1.3 rornal/L

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

gl | i}

|
Filter Al Unarchived Urread Fead | Outstanding Actions Completed Acti L‘ Archived UHIWE
Conglele Acifl | [View Resut i |

3. Select the Actions button. &
The actlon Status |S under Fieall | Fiedbromd | | Pint || Acions. | close Fites
the headlng “Status". < _ "Gonadotraphin levels'[Read] | inids" —

Complete | Action by [Deadine [ Added | Code | BEES
N

Feceptionists 26/0472007  26/0472007 PtTa MakeAppmNnIm Ha Answer

< I i

=g Conplete.. | Add. | Update. | 0K | Cancel |

v
Mma:mpmsmmwj
|«

Patholagy [ Actions | Header | Audt
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Managing Actioned Messages

When actions are added to messages they are either assigned to a specific user or

group. In Mail Manager, you can list the messages for you and then group them by
action.

Action(s) can be completed from within Mail Manager, either from the Actions tab or
by using Find Patient, and also from Consultation Manager View Mail for Patient.
It is important that Actions are completed when they are carried out so that they are
no longer listed as outstanding this ensures that the status of the result is accurately
reflected in the audit trail.

Finding and Completing Actions directed at me or my Staff
Group

If you switch to the Actions tab in the left-hand pane, this displays only the incoming
messages with an outstanding action directed at you as the current user or to a
group to which you belong, e.g. reception, admin etc. It does not display all results
that have been actioned for the whole practice unless you have a group containing
everyone in the practice.

To find actions assigned to you or the groups to which you belong:

1. In Mail Manager, select the Actions

tab Patients | Mo current Patient

o

2. Select Incoming Mail to see all Incoming Mail

actions allocated to you and any

groups to which you belong. Select o It S |
your name or the required group <
name to see actions assigned = & Incoming M
specifically to yourself or a group. & Burton, David

ﬁ\ Doctors

3. The messages for you and/or your groups are displayed.
| | | Status | Type | Fead ‘ Date | Staff | Patient |Actionf8ubiect | Copy ‘

O ¥ ([ Considered filed as co... Citrate O 18/10/2007 16:06 Doctors Facey. Patricia Dr To Contact Patient Action
O ¥ ([ Considered filed as co... Citrate O 18/10/2007 16:06 Doctors Facey. Patricia To Contact Patient Action
O L4 Partially filed SERUM = >/:i To Contact Patient Action
O L 4 led Serum To sort and group the messages by q Pt To Make Appoint... Action
O led 00H Report Mes: o 5 = 5 Dr To Contact Patient Action
O w led Liver aCtlon CIICk on the ACt|On/SUbJeCt Mo Action Required  Action
O L 4 led Liver headi ng. v Mo Action Required  Action
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4. Select the relevant result, check for any free text that may have been added.

18/10/2007 15:31 Doctors

Haddock

€.0 - 5.8 Prvdr commentrge frese-text

K &3

L4 Filed Serum O
i 00H Report Message 1470472003 14:13 Doctors Epoc. 51
§21/11/2007 14:53 Doctors Walker,
L4 17/10/2007 12:20 Doctors Hadzinal
<
% |
No need lo repeat test
Added by:Burton David on 26/11/2007 at 11:34
Dbservations
W "ferum cholesterol" = 7.1 mmol/L (1.0 - J Final]
obs free-text coment Any Folder

Notes/free text will
appear here.

Pathology | Actions | Header | Audit

5. Click on the Actions tab in the message pane.
added to the selected message.

This will display all the actions

Tick the Complete box (nhext to edit)
to complete the action.

When prompted to confirm you wish
to complete the selected action select
Yes. Upon completion, the message
will disappear from your Mail
Manager screen.

Mail Manager

\:,\.p Please confirm vou wish to complete the selected action

on |
I~ edit Doctors No Dr David Burton 21/11/2007
Action
Required
I~ edit Receptionists Result | Dr David Burton 2111172007
Ok
I~ edit Dr A Brown Dr To Dr David Burton 21/11/2007
Contact
Patient
Pathology _actions | Header | Aud

i £

e |

]

o1

YEs |

If there is only one action relevant to
you, Mail Manager will tell you that
the copy of message for action has
been deleted. The original will be in
the mailbox of the original user it
was allocated to which is normally
the usual GP.

tMezzage has been deleted

Note You cannot apply date filters to the Actions view.
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How do | search for a specific patient result in Mail Manager and

complete the action?

You can also search for results for a specific patient in Mail Manager which saves you
from searching through the list in the Actions tab:

1. Click on the Find button.

>

Find

2. Type in the search details
and click Find.

3. Click on the required patient
name and click OK

4. All the results for the patient

will be displayed. A tab is
also created specifically for
the patient which separates
ALL results for the patient
into read and unread.

2 Mr System System Supervisor - Mail Manager

Fle Fiter Message View Tools Help —

L= =R R & i . o= ok H

Back Forward Refresh  Actions Tick. Allocat] CI I C k 0 n int Find  ConMgr  View
Incoming Mail Find.

Staft | actions | Patients | Mo curant Patient | | [Fead [ Date 5t

01/06/2007 14:40

01/05/2007 1440 Bur
26/04/2007 15:17 Re
26/04/2007 15:17 Gp
26/04/2007 1517 Sm

Alldates. Al Mail 3 Serum cholesterol

F S8 Senm cholestercl
: E 5
=23 n

Serum lipids
Serum lipids
Gonadotrophin levels

ai

19 M
Unallocated Mail

ooooooooo
X R RO

Baih, Lindsay
£ Bumns, Jayne Sewm lipids 26/04/2007 1517 Bur
§ Buiton, David Sewm lipids 26/04/2007 1517 Bur
4 Chesnut, Eileen Semm cholesterl 2170420071535 Gip
4 Combet, Gay Sem cholesterol 16/04/2007 1336 G

: 4 Coton, Katherine
: @ 4 Dietician, Whpcs
| E-& Doctor, Oop

Select Patient

X
Search Attribute: oK
[Sumame =1 Find ﬁl

Search Details:
[had mar

¥ Active Patients only

Date of Birth R

stration status
+

on
Dr.John Mcallister
Dr David Burton

Dr.John Mcallister

L3
Permanent
Permanent
Permanent

| [Haddock
| [Hadzinakos

10/12A1973
30/10/41950
15/12/1923

Addr
’V 19 Oatland Green, Leeds, LS7 15N Tel 0161 957 7382

* @ B C. ¢t

B Foowd Rewsh dtve Tk Ao fem fe

P.E.&.% 4 4 0

It Adve cnd Gl e

Saf [ duors | s otk view| [ [ [m [1e [Feat [ Das = [saf [Faent [osibe [T [For

<7 @ Sanbd: ¥ EWAVIST EdnDwd  -addsclay el 0kn o RRUZBodendyEi
= T e Sanciied B BWAVIE G ~addzc May WAl e RHURBirendyE,
201 ooring sl
(1 Ureat
(RS
0 tuginghta!

5. Select the relevant result, check for any free text that may have been added and
click on the Actions tab in the message pane. This will display all the actions
that have been added to the message.

6. Tick the complete box (next to edit) to complete the action.
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2 Mr System System Supervisor - Mail Manager
H

15
A Lok o B &S 04 >+ H B
Back Actions Tick Allocate s File Print Active Find  ConMgr  Wiew
Read
Stalf | Actions | Petients Haddack, Mary | [T Tstaws [Type [ Fead [Date [ Saft [ Fatient [ Action/S ubject [Copy | Fiom [ Message R
= [0 [ Filed Senumlpids 26/04/2007 1517 Burton, David Haddock, Mary nform Neat Of Kin No  AHUOZ BiochemistiBio
] (53 Filed Senum cholesteral 16/04/2007 1236 Gps Haddack, Mary Infarm Nezt OF Kin Action RHUNZ BiochemistiyBin.
=3 Inconing Mail
3 Uniead
3 Read
(23 Outgoing Mail

relevant
message.

Click on the

/'

I~ edit [Receptionists Tnform Next Of Kin
I~ edit Gps Dr To Contact Patient
= dr System System Supervisor Dr To Contact Patient
[

[Mir System Systern Supervisor

[Pt To Makce Appointraent

Pathology petions | Header | Audit

Select Actions then tick
the box to complete the
action.

Complete |
O« |

7. When prompted with a confirmation
screen, select Yes to complete the
action. Upon completion, the
message will disappear from your

Mail Manager screen.

If there is only one action relevant to

you, Mail Manager will tell you that
the copy of message for action has
been deleted. The original will be in
the mailbox of the original user it
was allocated to which is normally

the usual GP.

Mail Manager

|

‘\?) Flease confirm you wish to complete the selected action

es I Mo I

tezzage has been deleted
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Results with multiple actions

If a result has more than one action you will be able to see this from the action tab in
the bottom pane of the selected message Mail Manager. You can complete or edit
the required action(s) by ticking the box next to edit:

g Click on the Actions b
[Cedt  [Ops  [DrTo Contact Paientto cplanmewmedeation | t@D @Nd click the s007 [
[Ceds Recepionists [Collect Seript boxes next to edit to [ [
h complete each
action.
Pathology Actions [ Header | Audt |

What happens to the result when | complete the action?

When an action is completed, the action text is crossed through.

When an action is completed, provided that all other process requirements have been
met, the message is considered to be inactive and immediately disappears from the

message list.

If you would like to view the inactive messages:

i

1. From the Staff tab, click on the Active button ** which toggles between an
active and all message view. Check the filter menu for date and other filter

preferences.

421 Click on All to

Messages with

be taken back
to the active
view.

completed actions
appear with a line
through the
action.

Note If you are Tooking for a completed message but cannot find it,
select View-Archive View to view archived messages between a specific

date range.
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How do | view a result and complete an action in Consultation
Manager?

Although we recommend that actions are completed from Mail Manager as this is
much quicker, you can still view and complete actions from Consultation Manager.

1. Click on View Mail for Patient = in Consultation Manager.

onsultations ¥ Joumnal | Filtered Listl Surmmary

1.3 mmal/L ;

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

x
A.l F.l F|| Feceived © | Subject | Action | Action Requested Action Completed Staff Fram
¥ [ v 03/05/2007 Urea and electrolytes Ft To Make Appointment  Receptionists Alizon Hill CARLISLE HOSF
4] | i
Filter All Unarchived | Unread | Fead || Outstanding Actions _ Obmpleted Actions | Archived | Unfiled |
Complete Action | Wiew Fesult | Exit |

3. Click on the appropriate result, then click on the Complete Action button. The action is
completed and the result is removed from the Outstanding Actions view.

Current Mail: ERNEST PEASGOOD 5[
IIIH Sublect Action Fleguested Action Campleted

Urea and & h Appaintment  Receptior Alizon Hi CARLISLE HOSH

4| | >l

Filker All Unarchived | Unread | Read || Outstanding Actions Archivedl Unfiledl
Yiew Result I Exit |

Complete Action

4. The newly completed action can now be seen under the Completed Actions tab.
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x
A F.| A| Received Subject Action / Action Requested Action Completed Staff I From
¥ = v 03/05/2007 Urea and electolytes Pt To Make Appointment System System Supervisor Alizon Hill CARLISLE HOSF
< | i
Filker Al Unaichived | Unread | Pead | Outstanding Actior] hived Unfiled |
Complete Sctian il Besult E =it |

If there are multiple actions for a single result, they will list as separate
entities in View Mail for Patient and will need to be completed individually.
In the example below the patient two actions for the same result:

M Current Mail: MARGARET PEACH

Al F.| Rl Received = Subject Action Action Requested Action Completed Staff From
w [ 28/02/2008 Citrate Tell Patient Mormal Mr System Supervizor BIOCHEMISTRYIS
w [ 28/02/2008 Citrate Faszz To Murse [ir Fiona Yenus BIOCHEMISTRYIS
£ 1l ] =]
Filer All Unarchived | Unread | Fead || Outstanding Actions Completed Actions | Archived | Unfiled |
Complete Action | Wiew Besult | Exit |

Note Clicking on the Complete Action button will complete any action
on the currently highlighted result; you will be unable to read any
extra free text that the person setting the action might have added.
This text can only be read by looking at the full result (View Result).
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Add Action from Consultation Manager

If you would like to add another action rather than complete an existing action:

1. Select the patient in Consultation Manager.

7

2. Select the patient and click on the Mail for Patient icon _ ™ .

3. Click on the result and select view result.

B Current Mail: MARGARET PEACH
Subject Action Action Requested Action Cormpleted Staff

Dr Fiona Yenus

Pasz To Murse Miss Murze Prescriber

To add an
action from

Patient Mailbox
in Consultation
Manager, Select
the result then

TRYIS

View Result.
< |
Filter AlUnarchived | Unread | Read || Outstanding &ctions Completed Actions | Auchived | Unifiled |
Complete Action | Wiew Result | Exit |
4. From the View Result Screen, select Add Action.
ndivid
| | Print | Add Action | Actions... | Close | Maotes |
< Blood[Read] | Serum(Unread) | EDTAMUDread) | Citratent 4 | »
771 Laboratory Report ~ |0 Request: Blood
Zender: BIOCHEMISTREY - || Observations
SOUTHPORT-4-0RMEKIRE-H W "Serum free T3 lewel" 5.0 pmolsL (Z.6 - E.5)

Becipient: HILL, Alis

"BlZ/folate lewel"

PEl045
Becquestor: DR SYED 0O .

[y & "Serum vitamin E

771 Free Text and Further Inform

b

2 * &1 )|

lz" 200 ng/L (172 - 1lleZ)

Date: 2270772005 13:42 Please note new normal range for BlZ assay.
Beport ID: J "Zerum folate" 2.8 ugfL (2.7 - EO.O)
xmlO00ZdEE0703134E1E2~

Order ID:

Patient: Peasgood,Erne

. Select Add
NHE No.: 4302676434 Action
Comment.s:

Pathology |Acti0nsl Headerl Auidit I

5. Select the required action and the person to carry out the action. See Add Action
Screen on page 40.

6. Click OK.
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Add Action Screen

Set by - the person
adding the action and
the date the action
was set.

Patient name, address and
contact numbers are shown
here.

— Contact detailz:
Fatignt:  Haddock, kary

Contact
Murnbers:

Date - This is optional -
and is the expected
date of the action.

Addresz: 19 0atland Green, Leeds, L5Y 15M

x
»

VAN

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

A [rate: ||

Set I:n_l,l:\Nr System System Supervisor

18/04/2007 j

_y [Code: IDrTu:u Cantact Patient

j Patient specific; [+

Test: |Dr To Contact Patient

1

Action by IEips

Patient Specific - This box
is checked if the action is
patient specific, e.g. Patient
to make an appointment.
Most actions are patient-
specific.

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

Action copies can be
marked as either
confidential or non-
confidential.
Confidential - anyone
viewing that action copy
will not be able to see
the right-hand side of

/j Confidential. [~

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

Statuz INEWI_I,I Actioned
4

j Complete: -

~ \//

o |

Cancel

/

/

Status - Select the
current status, e.g.
initially Newly Actioned.

Complete - This box is
unchecked until the action is
edited and the person carrying
out the action checks it.

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

40
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How do | generate patient correspondence?

Unlike Mail Administrator, where you were able to generate correspondence directly
from the action mode, Mail Manager allows you to quickly jump to the patient record
where you can generate correspondence

1. In Mail Manager, Select the result needing correspondence.

A
2. Click on the ConMgr ™M jcon to be taken to the selected patient record.

Select the relevant

message, then click on

ConMgr to be taken to -
the selected patient in

- Consultation Manager.

| I Read | Date o
] 1z 1770472007 D7:31 Receptionists Haddock. Mary
O

< A A =

Fi ConMgr  Wiew

Serum cholesterol I 0470472007 11:49 System Superviz... Haddock, Mary

3. Once in an open consultation for the required patient, click Add -
Correspondence to generate a letter.

4. Complete the Clinical Correspondence - Add form. Select type of letter and
enter a brief description of the letter in the Summary section.

£~ Clinical Correspondence - Add £ Becal | [ Letter | & ok | X Cancel | © Help |
Ewent Date: Climician: [ Private Type of Letter: [ Third Party Letter
[25 March 2008 |Dr Mel Mars | ¥ InPratioe |Clinical |
Summary:
|

5. Click on the Letter icon and select the relevant template letter.

6. Fill in any further information on the letter, Print and Close.

7. Click OK.

8. Don't forget to return to Mail Manager and complete any relevant actions.

For further instructions on generating Correspondence please refer to on-screen help
or the Vision Training Guide.
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How do | print a result/result from Consultation

Manager?

Unlike Mail Administrator, you are able to print XML results direct from Consultation

Manager.

1. Click on View Mail

for Patient = in
Consultation
Manager.

2. Click on the result
you would like to
print and select
View Result.

3. Press the Print
button for the result
to print.

onsultations  * Joumnal | Filtered Listl Surmmmary,

1.3 mmaoldL ;

Current Mail: GARY NUTTER
& £l Rl Received © | Subiect fiction Aquested iction Compleled

1811 16/04/2007 tdid Stream Urine Ft To Make Appointment  Receptionists

|

Filter All Unarchived Unread | Read I Outstanding Actions Completed Actions Archived I
Complate Action W Exit

Ml Individual Message x|

Fie Al | Fie Abnomal Pik || Actiors. | Clse | Notes |

> | Request0 |

[<IF2 Request: Mids

[l Observations
X

Sample reguested from Holmes Chapel Health Cor
by CONS/GF: TATE 5.R.

Urine Microscopy and Culturs

Microscopy

Leucocytes <10 z 10"6/L
Red Elood Cells <10 x 1071271
Culture

Mo Sigmificant Growth.

4
Pathology | Actions | Header | Audit
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Archiving

Depending on how many messages you are receiving in Mail Manager, you will need
eventually to adopt an archiving strategy to declutter your screen. We advise that in
the early days, you should archive at least once a week and as time goes on, possibly
daily. Individual users can archive their own messages but, depending on Staff
Access rights, you are also able to archive other users messages.

Depending on your practice business processes for managing messages in Mail
Manager, your Systems Administrator might archive your completed messages on
your behalf. If you would like to bulk archive your own messages, please see the on
screen help for further instructions.

How Do | archive an individual result?

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

1. Right click on the message

2. Select Archiving - Archive

Print... Ctrl+pP
nchive 9

3. When prompted to confirm archive click Yes.

4. The message is removed from the current view.

Automatic Archiving - England

Mail Manager will automatically archive the following incoming messages as long as

they have been successfully acknowledged (i.e. with a status of I Sentor
Complete).

e ETP Messages

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

e GP Summary Messages
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Options (Tools)

Message and Pathology tabs

From the Tools menu, select Options and customise as required. The settings on
the Message tab are on a per login basis. Those on the Pathology tab are practice
wide.

Options E Refresh message folders -
Decide how frequently to refresh
i...ME%E@E!E.E] Pgtholﬂgyl *’-‘*utgfilingl the screen automatically for new

Mew mezzages:
W Befresh message folders every 10 rninutes [1-60] mail etc. The Refresh icon Refresh

‘when new Incoming messages arrive: refreshes the screen manually

[ Play a Sound

™ Show an lcon in the System Tray Mark Message as Read - if ticked,

then the message will automatically
be marked as read if the cursor

[ Mark message read after displaying for seconds 5 - BO) rests on it for a number of seconds.
¥ Process messages when refresh selected We do not recommend that
- , admin staff tick the Mark
O Show Incoming Sudit Messages . message read option - this
[ Show PDS Updates N should be ticked only by clinical
O Show Sent Electanic Prescriptions w staff

Default completion choice for double clicked messages:

Complete = | [&

GP2GF:
* Allocate requests o respongible GP O Treat requests as unallocated

(1]4 | Cancel

Note . We strongly advise that the automated Mark Messages as Read
function is only used by clinicians and not administrative staff.

Filtering messages

We recommend the options to show National Service messages are left unticked.
This means successful completed messages will be hidden and thus your screen will
remain less cluttered.

Note that you can also filter the display of messages from the Filter menu (by date
and type of mail) and View menu (completed or sent messages).

Default completion choice

When you double click on a message, you can decide here whether the next function
is either Add an Action, or Complete the Message. Show Choice, if ticked, allows you
to swap your choice.
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Pathology tab
These settings are practice wide and can only be changed by a System Manager.

i x|

Message  Pathology

Practice wide settings:

Autofiling - Tick to
switch on the automatic
filing of results into
patients' records.

v Autofiing v Display Fesult on Tab

[~ Use System Date for filing
Default Filing action for double clicked meszages:

% File &I £ Filg Abnomal Even after automatic
filing, they can still be
marked as read,
actioned etc within Mail
Manager. This option is
greyed out if you are
not a system manager.
The setting is practice
wide.

ar. | Cancel

If you are double clicking on a message,
the default is either:

File All - files all result lines in a
message; or

File Abnormal files only result lines that
are outside the normal range (in red).

Display Result on Tab lets
you choose what is displayed
on the tabs for pathology
results, so if ticked, the tab
title takes the first result line
(haemoglobin). If unticked,
the specimen header is
shown, eg Blood.

Use System date for filing
- If this is unchecked, then
the date of collection of the
specimen is the preferred
date that the system uses
when filing the result. If
checked, then the system
date is used
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