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Quick Reference to Mail
Manager for Clinical staff

What this Quick Reference Guide Covers

This Mail Manager Quick Reference Guide for Clinical Staff is aimed to assist
Clinicians who are using Mail Manager, in particular to receive pathology results in
XML format. It deals with some of the tasks that clinical staff might deal with such
as accessing and viewing messages, actioning messages and the general
management of results.

Other Mail Manager User Guides include:

¢ Quick Reference to Mail Manager for Administrative Staff;

¢ Quick Reference to Mail Manager Setup (for System Managers)
which covers Control Panel - Mail Maintenance, Staff Groups and
Action Maintenance.

¢ 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 the Training section.

e On-screen help within the Mail Manager module.

All the Quick Reference Guides are provided by INPS Training 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, PDS Updates 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.
There is no separate Mailbox module for Mail Manager. All messages are
viewed from the Mail Manager interface, whether you are a receptionist,
administrator, nurse or GP.

[V vision-Livesystem
Modules Login  Options Help
Messaging
Mailbox
Click on Mail Manager R
Messaging — o Registration Links
Mall Manager tO S 1 Mail Administrator
access XM L . Items of Service
Pathology _
GP Communicator
Messages

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.

‘M Vision - Live System
Modules Login [elldesE

Setup...
+ Use Advanced Printing Management

R/ Maibox Startup l Tools
|+ Mail Manager Startup

Control Panel
Status

Security
Audit Report

Event Log

vision

Switching on automatic Mailbox start-up
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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.

= Dr David Burton - Mail Manager

Fle Fiter Message View Tools Help

@ 2 =
Back Forward  Refresh  Actions

Incoming Mail

O

Tick. Allocate

[ . 5 A d
Read Prink Active Find  ConMar  View

Patents | Mo current Patient

Staff Actions

/

Al dates. All Mail
£ Stalf (29
Incoriy

coming Ma
Unallocated Mail
Bath, Lindsay
Burns, Jayne
Burton, David
-] Unread
Chesnut, Eileen
Corbett, Gay
Cotton, Katherine
Dietician, Whpcs
Doctor, Dop
Duncan, Sandra
Fothering, Fay
Gantley, Olive
Green, Jeff
Halton, Linda
Hill. Alison
Hithes, Fiona
Jatta, Bary
Kimble, Jane
Martin, Amarda
Meallister, John
Painter, Ffyon
Srith, Alan
Smith, Shella
System Supervisor, System
Tranter, Tina
White, Anne
Wilson, Danigle
Winter, Stella
Outgoing Mail
Unallocated Mail
Bath, Lindsay
Burms, Jayne
Burton, David
Chesrut, Eilsan
Corbett, Gay
Cotton, Katherine
Dietician, “wbpos
Doctor, Dop
Duncan, Sandra
Fothering, Fay
Gantley, Olive
Green, Jeff
Halton, Linda
Hill, Alison

T [ 3]

DS E

[ Type | Read | Date Stait Patient [ Action/Subject [ Copy [ From Message Refersnce |
(] Serum [ 0971172007 _ Burns, Jayne Facey, Patricia Collest Seript No HO3.Dept of Bioche..
O Citrate a 18/10/2007 __. Burton, David Facey. Patricia No BIOCHEMISTRYISO. ..
O Serum O 18/10/2007 _.. Burton, David Haddock, Mary No Action Required No RHUD2 Biochemistr___
O Partially filed SERUM [] 18/10/2007 _.. Burton, David Peaker, Ethel No Chemical Pathologyl. ..
O Filed Serum O 1841072007 _. Haddock, Mary Ho Action Required No HO3.Dept of Bioche. .
O SERUM [] 18/10/2007 ... Bath, Lindsay Peake. Ethel Dr To Contact Patient No Chemical Pathologyl. ..
O SERUM [] 18/10/2007 ... Bath, Lindsay Peake. Ethel Dr To Contact Patient No Chemical Pathologyl.
O Liver O 1711072007 ... Bath, Lindsay Hadzinakou. Mary Ho Action Required  Action HO03.Dept of Bioche
O Liver O 1711072007 ... System Supervis... Hadzinakou. Mary Collect Script Action HO03.Dept of Bioche...
O Liver ] 171072007 .. Hadzinakou. Mary Ho Action Required No HO3.Dept of Bioche...
O SERUM [] 1741072007 ... Bath, Lindsay Peake, Ethel Mo Action Required HNo CARLISLE HOSPIT...
O ¥ (] Considered ... SERUM [] 17/10/2007 ... Bath, Lindsay Peake, Ethel Mo Action Required No Chemical Pathologyl...
[ ¥ 3 Filed SERUM []  17/10/2007 _ Bath, Lindsay Peasgood, Emest o Action Required No Chemical Pathologyl. ..
O Dischar._ [] 14/04/2003 . Mcallister. John  Zzabbott. Zoe Dr To Contact Patient No Kettering General

< SERUM

1 Laboratory Report Request: SERUM
Sender: Chemical Fathology Observations
CARLISLE HOSPITAL PATHOLOGY "Urea and electrolytes®
Recipient: ARUN-ARBUTT EDWIN ASZE36 o "Serum alkaline phosphatase® 87 U/L (80 - 30}
Requestor: DR E A.ARBUTT  PASL Will be filed as: 87 udl
Dare: 18/06/2005 12:30
Report ID: xm10007a/EEM1ZX 0800031001 [EDT ] ¥ "Seruw gamma GT lewel® 41 U/L (0 - 50}
Order ID: Will be filed as: 41 u/L
Patient: Peagood,Bernie; DOE: 05/03/1883; o "AST serum level' 28 UfL {13 - 44)
HHE Mo.: PERGSDST7 Will be filed as: 28 u/L
Comments: P
5 A
= Free Text and Further Information
RQUEOUS II UATERLINKSASTON CROSS ROCKY
LANEEIRMINGHAMES SRQ
Message Details shows details of the highlighted message.
rabologs [esine | o] fach 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 with red triangles.

Right clicking gives several options.
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Mail Manager Workflow

Processing New
Results -
Administration

Processing New
Results -
Clinician

Allocate result(s) from
the unzallocated
mailbox if necessary

View your unread
results from your
folder in the Staff Tah

Completing

Allocated Actions -

All users

\NZ

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

Giving Results to
Patients - All users

Find the patient in Mail
Manager or
Consultation Manager

Assign unmatched
result{s) to 2 patient if
asterisked

R 5

Mark the result(s) as
Read

\Z

N/

2

Select the result, read
and add any necessary
free text

File result(s) or Mark
Filing as Complete

Action Result{s) and
add any necessary
free text

N/

\Z

A4

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

D O~0DZ2 P

\Z

Select the result, read
and add any necessary
free text

\Z

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.

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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Options (Tools)

Message tab
From the Tools menu, select Options and customise as required. These options apply only
to the person currently logged on.

Opti |
e e -

This brings in and processes
any incoming message.

gel F'gtholog_l,l] Autgfiling]

New messages: Decide the frequently. The
Iv Refresh message folders every (10 minutes [1-60]
+

When new lhcoming messages armive:

™ Play a Sound
I Show an Jcon in the System Tray

Refresh icon Refresh
refreshes the screen manually

- Mark Message Read - if
I Mark message read after displaying for seconds [5 - 0] ticked, then the message will
I

¥ Process messages when refresh selected automatically be marked as
read if the cursor rests on it

Show | ing Audit M ~
Esﬁ ;ggn:lr;ia;; Fesages for a number of seconds.
O 5howe Sent Electionic Prescriptions W We strongly advise that
the automated Mark
Default completion chaice for double clicked meszages: Messages as Read function
Complete v | ¥ is only used by clinicians
n . ;
e — and not administrative
staff

* Allocate requests to responsible GP € Treat requests as unallocated

Ok | Cancel

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.

x|

Meszage  Pathology

Autofiling - Tick to

Practice wide settings: .
switch on the

[v Autafiing | Display Result on Tab automatic filing of
results into patients'

[ Use System D ate for filing EEIREE

Default Filing action for double clicked messages: Even after

& Fledl File Abnomal 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.

(] 8 | 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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Viewing messages

Staff Tab

Messages are normally viewed and processed from the Staff Tab in Mail Manager. By
selecting the Incoming Mail | = (3 Incoming Mai 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 clinicians 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.

=123 Incaming Mail
+- § Unallocated bai
+- § Bath, Lindsay

+- § Bumsz, Jayne
=88 B Burton, David
+-[_1 Urread Lines in bold are
+-[2] Fead unread. Red lines are
+- 4§ Chesnut, Eilesn results where one or
=" more are abnormal
/

E-E Dr Alison Hill - Mail Manager

iter Message View Tools Help

» e =k
& =m B .0, 4% ., % .B [, 2 .9, % + ’
Back Forward  Refresh Actions Tick Alocate Assign File Read Print Active  Find CgfMgr View

Patients | Mo curentPatient * [ [ [ stews [ Type [Re..[Date Rﬁﬁ [ Patient [Action/Subiect | Capy [ From
Staff 1 Aclions ] Ausilsble for filing SERUM 05/02/2007 12:04 I, Alison Kamran, Joseph MNo Chemic
= 4 10 T SERLUM 05/02/2007 11:55 Hill, Alison Facey, Patricia Inform Mext Of Kin MNo Chemic
Al A Y X0 \E & Partialy fled 06/02/2007 1165 Hill Alison Eames, Paul PtTo Maks Appoint. Mo Chemic
# Sisft(33) Al lo ¢ FLUDRIDE+EDTA, Hill Alison Backhouse Vincen! EenestTest Mo Chemic
=0 Incoming Mail O SERUM 06/02/2007 1155 .
& Unallocassd Mail = SERUM wpzeonziss| - Filing status - 4th column from
i ‘E:‘ Rgﬁf O Discharge Summary 14/04/2003 1413 .
2 % B Do left - shows whether filed
sl partially filed
¢ § Coon e 2nd column
i : Bm,o';pd from left - 4, or autofiling failed
s user alerts or [ Partially filed but
+ & Gantley. Olive . A
L ¥ Green def < ¥ setby a considered complete (ie it is not
+ & Halton Linda N A - A
A i Avson . user in your | intended to file the outstanding
S oo s practice; Pefuest URINE EeTs S'? ghls rpleSdS)age should
cazLy e treated as tile
1st column from left == 3rd column
- whether ticked for | from left -
selection o system :
ws| alerts v set y ceiet Supplesenters Resul
by sender E
+ & Scanned, Letters [ Free ] Read CO|UmI’l -
: : gm::::ﬁ‘:‘;say Clinical Informazion: tICked If mall has
: : g;g:z‘rr?gi‘:femsmﬁystem e been read' If
g& Trener T unread, no tick and
& wieon bencie line remains bold.
© & Winter, Stella .
=21 Outgoing Mail B o Elthel’ Mal‘k as Read
+ & Unallocated Mail .
o & Sums Jayme ety 0] P | a;utonjatlcally_by
+ # Buron David v lingering, or right
click and Mark as
Read.
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Show Patient Mail

To list an individual patient's messages, 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.

g8.Dr Alison Hill - Mail Manager

&, 0 . B o+
Back Forward  Refresh Tick Active  Find
Staff ] Actions ] ‘ | ‘ Status ‘ Type ‘ Fe.. | Date ‘ Staff ‘ Patient ‘ Action/Subject | Copy ‘ Fram
Patients Peasgood, Emest I [m] &Pmcasﬁing error Serum [m] 0570272007 1... Receptionists Peasgood. Ernest Pt To Make App... Action RHU02
% [m] M Processing error Serum [m] 05/02/2007 1._. Receptionists Peasgood, Emest No Action Requi... Action RHU02
O @Pmcessing error Serum O 05/02/2007 1... Burton, David Peasgood. Emest Pt To Make App... No RHU02
= Incaming Mail O M Processing arror Serum 0540242007 12:05 Burton, David Peasgaod, Emest Mo RHUDZ|
= (£ Unread O MProcessing error Serum 05/02/2007 12:05 Burton, David Peasgood, Ermest Mo RHUDZI
= (0 Read O /AProcessing error Serum [0 05/02/2007 1... Burton. David Peasgood. Emest No Action Regui... No RHU02
£ Quigoing Mail O ¥ & Partially filed Citrate O 05£02/2007 1... Hill. Alison Peasgood, Emest RrTabdake-Appain-No  BIOCHI
[m] ¥ (& Filed Citrate [m] 05/0272007 1... Hill. Alison Peasgood, Emest 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.

[z Message View T

Staff
| v ﬁl\.llddates Ca Mail Manager
] 3
| Y Filz  Filker View Tools Help

2 days

| week . = The C},lrrently gelected

5 weeks T R filter is shown in the

wee . : heading line just

1 month Incoming Mail beneath the tabs. By

Range: default, All Mail for
| Patients ] Mo curent Patient ] All dates is shown.
| v All Mail Actions ]

Unassigned All dates. Al Mai x

Flagged

Outstanding Action +-[_] Unallocated Mai

_ +-[1 Hill. &lison
i VFEVT'I lﬂédl‘-’f Staff +- [ Mealister. John
Active/All
.
- 4
. . Adive Al . ) . L

By selecting the Active or icons, you can also filter between displaying 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
details of the message currently highlighted in the Message List.

Click on the
required
result. The
details will
appear in
the Message
Details
pane. o 2 i e
Py [hoeT oo T
Al dates. ATMal [Ehes INUM
< SERUM |
T Laboratory Report ~ |E0 Request: SERUM A
Sender: Chemical Patholoogy : 3ERTM
CARLTSLE HOSPITAL PATHOLOGY Type: SERTM; Source: SERITH
RBecipient: AJAI-AJAGEE EKO A8 Provider Ref: B, 0Z_0600093.8
Recuaestor: DR E A AJAGEE P Practice Ref:
Date: 031072002 15:0& Collected: Z3/03/200Z lZ:00
Peport ID: Leceived: ZZ/08/7Z00E l4:E&Z
xmlZE001/BEE0004 . 0000&00007001a" Fasting Status: Unknowm
1 Comments: Fasting sample receiwved
Order ID:
Patient: EDITESTPATIENT, THREE [ Observations
19/07/1978; iy "Sayum lipids"
NHE Ho.: 59929330424 R —— .
Comment.s- SERUM LIFID BEPORT: Flease refer to North Cumbria Cholesterol
Policy
. e A
71 Free Text and Further Information A
"ZSerum cholesterol" &7 mmol L (2.5 F BE_E)
HEXAGON HOUSE DPYNES HILLEYDON N i . W
LANEEXETEREX%ASSE Serum triglycerides 2.3 mwol/sL (0O.¢ - 2.3}
"LIPID+HDLC (FASTING)"
Clinical Infofmation: "Serum HDL cholesterol lewvel" 1.E mmpl/L (1. - EZ.&)
Previously rafised Chol P Supplementary Resultc
g "Serum LDL cholesterol lewel" 4.5 mmpl /L (1.0 - 4.0}
< ) L1man L o aint Sy I 1l 3
Pathology | Actions | Header | Audit
The left-hand pane gives details about the The right-hand pane shows the actual result
message - the recipient, the requestor, the or results. The tab headings depend on your
provider etc. choice under Display Result on tab in Tools -
Note that there are several tabs at the Options - Pathology.
bottom: Pathology (the result details), Each result is an individual line in the
Actions (any actions added); Header Observations folder.
(message details) and Audit.

Abnormal results, outside the normal range, are shown in red and have either a
red triangle in the left-hand margin (either [ if the result value is lower than the
normal range, or |2 if above the normal range) or a red question mark if the lab
have highlighted the result as Potentially abnormal.

s "Zerum cholesterol" &.7 mmolsL (.5 - &_E5)
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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.

22 Dr Alison Hill - Mail Manager

Fie Fiter Message View Tools Help

e w B .0, 4 . % .B 2, % 4 A
Back Forward  Refresh Actions Tick Allocate Assign File Print Active  Find ConMgr View
Hill, Alison
Patients 1 Mo current Patient } | | | Stalus ‘Type ‘ Fe ‘ Date ‘ Staff ‘ Pati
Staff I Actions O Available for filing SERUM O 0570272007 1. Hill, Alison Jacl
x‘ O L d Partially filed Citrate O 0570272007 1. Hill, Alison Pea
Al el Al M O ¥ G Filed Citrate O 05/02/2007 1... Hill Alison  Pea
F Staff(25) Alg » =
= Incaming Mail O v & Availabl Actions * |05/02/2007 1... Hill, Alison  Fact
@ Unallocated Mail O r&availabl 05/02/2007 1... Hill, Alison ~ Eam
#-& Fothering, Foy [l ¥ & Availabl s 05/02/2007 1. Hill Alison  Dad
& Contlay, Olive [l ¥ & Availabl 05/02/2007 1. Hill, Alison  Cain
=4 Green Jef O Y& Availabl oo 05/02/2007 1... Hill. Alison  Bacl
54 Halton Linds O ¥ @& Availabl 05/02/2007 1... Hill. Alison  Rac
=& E‘:'b"‘"sg" ] 05/02/2007 1... Hill, Alison  Edd
B nrea [m] 14/04/2003 1413 Hill, Alison Zzah
- Read Re-Assign... f04
w & Hill, Gail 1<
- % Hither, Fiona ——————  Fieal
% Jatte, Bamy File Abnormal ‘TsHenTa |
G Kimble, Jane Laboratory Fu  Consider Fiing Complete tequest Ser TSH
w & Martin Amanda Sender: RDEU0Z )bservations
#- % Masan, Dorothy Biochemistry "Serum TSH level® 0.£00 iu/L (0.30
#-f Meallister, John i“lpli"t: *Serum free T4 level® 10.0 pmol/L
Requestor-
=& Painter. Ftyon Deve: 04/08/2 "Full blosd count - FBC
% Parsons, Pauline Report ID: xm "Haemoglobin estimation” 13.0 g/dL
%4 Robers, John Crdex In: Free-text (comment) #la
+- % Scanned, Letters Patienc: Hadd Free-text (comment) #1b
w4 Srmith, Alan NHS No.: HAD *Total white cell count” 6.0 10+9/1
- th‘L " Comments: Message b iiteler coune 200 10e8,1 (140
& mith, Lindsan FELEE smEmE L EHE SHTE =
i Text and "Monocyte count™
R, ht I k t nser Aue View messages for Patient Free-text (result) #2
IgNt ClICK on @ message to "3cd blood cell (REC) count”
A Patient Details "Mean corpuscular wolume (MCV)™
carry out functions from the R
rlght C|IC|( menu On that Print... Ctrl+P "Mean corpusc. haemoglobin(MCH)" ZE
I
message only Archiving ,
T T - T Consuftation Manager

N 1005 Hep

a w .o, 4 . % . B .
fresh Actions Tick Allocate Assign File

. = ok H
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
— 0 Serum 050272007 1... Smith, Lindsay Searle, David N
o SERUM 05/02/2007 12:02 Mcallister, John  Mooney, Harold M
fo [ [m] SERUM 05/02/2007 12:02 Mcallister, John  Mooney, Harold N
[} SERUM 05/02/2007 12:02 Mcallister, John  Mooney, Harold N
[m] 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
[m} ¥ & Partially filed Citrate O 0570272007 1. Hill. Alison Peasgood, Ernest PrTabiakelppaint- N
< |
< SFRUM|__
Laboratory Report Request: SERUM
Sender: Chemical Pathology [ Observations
EARLIELEbﬂoiszgﬁsisIHDLOGY [y "Uses and o a — ‘.P o
Recipient: 837 —_—
Requestar: EDDIE A_AJAGBE Please repe £assign Paten
"Serum sodiu
; . "Serum potas File Result Inmediately by
Right click on a s7001207 1 *geram ures | Fie with Edit (o)
. a _ "Serum creat  Fie Al &
EVEN; DOE: -
result line in the viiver 2anetl e ppnorml
. "Serum toral L 0 - 23)
Message Details w7 Diplay Read Codes
"Serum alkal 20 - 117)
pane to Ca rry OUt rmation "Dlasma gluc| more... - 10.0)
JH : [y "serus ez 1|  Result Note... 50)
ﬁllngl addlng nOtes TEYROID FUNG|  Folder Note...
etc.
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Toolbar icons and their functions

Read - allows

Active - when active is
selected, you are only
viewing active

Refresh allows you Allocate - File - allows you to mark .
to refresh the allows you to you to file individual or tnl'lwgis:r%esétlec’otr:of:te)
screen manually. allocate individual or multi-selected When togaled thri)s ) View -
The automatic messages that multi-selected messages as chan esgtg Ali to show Toggles
refresh can be set haven’t been messages into Read. ges ; .
: , both active and inactive between the
from the Message addressed to a the patients .
i e messages that have details pane
tab in Tools - Clinician. record.
Options been completed and and the full
p c read. Mail Manager
screen
allowing the
o . . message to
== Dr, David Burton - Mail Manager, . vievg\]/ed -
File Filter Message Yiew Tools Help a full page.
NB Ctrl+W
I B, O . % . = - B > H can also be
Back Forward — Refresh  Actions Tick, Allocate Read Print Active  Find  ConMar  Wiew used.
Back/Forward ConM n
Lets you track - Assign - allows Print - allows Find - ~OnTdr = opens
Tick toggles - ] the currently
back and forward ; you to assign or you to print allows you /
through the between Tick All ; individual to find a selected patient’s
or Untick All for reassign Individual or A record in
messages you . . individual or multi-selected patient's :
have already multi-selection of lti-selected messages Consultation
viewed. messages. mgsslazeegctfa messages. Manager.
patient.
Vision 3 Mail Manager Quick Reference Guide for Clinical Staff 11



Processing results in five steps

The following five steps show how each result should be initially processed. See
page 16 for details of how to bulk process messages and page 33 for details on how
to complete actions.

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. You will only see unallocated mail if you
have access rights to do so.

2. Assign the result to a patient if asterisked

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

. . =] . Pat . .
have an 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)..

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. See page 15. Note that for multi-tabbed specimens, you must
view EACH tab.

5. Then action if required:

e Either add one or more actions - see page 16.

e Orif no action is required, you are able to mark the result as
complete using the Mark as Complete option. For audit purposes
we recommend that you always add an action even if you
immediately complete it.
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Right click message options

Using the right mouse menu options on a message line is often the quickest way to
access the functions. Note that this will only apply to the currently highlighted
message. To apply a function to more than one message, see Processing Multiple

Messages on page 23.

Actions 3

Blerts »

fllocate, .,
Re-Allacate, ..

BESI.
Re-Assign...

File Al

File Abnormal

Consider Filing Complete
Edit: filed item; ..

Delete filed iten,..

Matk as Read
MMark as UnRead
MMark as Complete

Message k

Wiew messages for Patient
Wietw ariginal
Patient Dekails

Print. .. Ckel+F

Filing

Srchiving F

Consulkation Manager

Action

Actions - Select one of the
frequent actions from the
list or select Actions again
to pick from a list of both
frequent and Additional
Actions.

Alerts
Add or Remove User Alert to

flag the result.

Allocate

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

Re-Allocate - You can re-
allocate a message from
your own in-tray to another
staff member.

Assign

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

Re-Assign - Re-assign a
message already assigned
to a patient, to another
patient. You will be warned
if the message has patient
specific actions.

File All (see page 21) - File all
the result lines in a message
manually.

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

Consider Filing complete - If
you have only |i>artially filed
a message == ! (either some
of the results or only the
abnormal ones), you need
to select Consider filing
complete FOR EACH
MESSAGE so the system

Vision 3 Mail Manager Quick Reference Guide for Clinical Staff
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Mark

knows that that message is
complete (1

Edit Filed Item / Delete
Filed Item - currently
disabled.

Mark as Read - Mark a
message as having been
read by the recipient (see
page 15)

Mark as UnRead - Mark a
read item as unread.

Mark as Complete - Mark a
message as complete if you
are not adding any action.

Message

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

Copy Message - copy message
to another user (see How do

I Copy Mail? on page 31)

Delete Copy - Delete a copy of

a message.

View

Print

Delete Message - Delete the
selected message

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 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.

Message Status
A Pathology result is always in one of three basic states:

e Active - the result has not been filed, marked as read, and

actioned.

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

¢ Archived - the result has been archived, either manually or via the

bulk archiving function.

14
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Mark as Read

As a clinician, you must actively mark each message as read so that the message can
be further processed. This can be done on a per message basis or in bulk. You can
set an option (see page 5) which if you linger with the cursor on a message for more
than a few seconds, it becomes automatically marked as read (we do not recommend
that admin staff have this option switched on).

See page 23 - Processing Multiple Messages for instructions on marking as read more
than one message at a time.

Before you can Mark a pathology result(s) as Read, you must ensure that
the message has been fully viewed. This includes viewing each of the result
tabs if there is more than one.

E'Dﬂdlﬂﬂﬂdllsg["m[ﬂgad] EDTAIRBeadl Eit[atg[ﬂgadll

To mark a single message as read:
1. From Mail Manager, right click on the message and select Mark as Read.

Statuz Type Read | Date | Staff | Patient
o w O )
O ¥ gFiled Serum O 0917200 " =
O L4 Partially filed Citrate O 18/10/200  Alerts + fal
O artially filed Serum O 18/10/200 L
O A 4 tially filed SERLM 18/10/2007 hie
O ¥ [gFiled Serum O 18i10s200  Re-Alocats... )
O ¥ (g3 Filed SERUM O 18/10/200 t
O ¥ (g3 Filed SERUM O 18/10/200
O ¥ (Z3 Filed Liver O 17/10/200 a
i ¥ (73 Filed Liver O 17/10/200 a
O ¥ (&3 Filed Liver O 17/10/200 a
O ¥ (&3 Filed SERUM O 17/10/200 L]
O ¥ (3 Considered filed as co... SERUM O 171107200 H
O ¥ (3 Filed SERUM O 17/10/209 d.
¢ | T ——
< Liver | -
[0 Laboratoy Report ~|C0 Request Liv Message »
Sender: HOZ,Dept of Biochem. : Liwer
The Big Hospital Type: Liwel ‘iew messages for Patient
Long RBd Prowider B¢
Headingley Practice B Patient Details
Oxford Collected:
Gary Griggs Received: { Pk, Chrl+P
Cary Grigys Fasting Sti
0X1 ZAE Couments: i
F¥: 0888 777666 spc free-te
Transmission issues: spt free-t¢ Consultation Manager
Darmdiniant - Fdmimmd Swnancar nF2dcs

2. The message displays with a tick in the Read column and no longer in bold
text. The Audit tab will also state that the message has been Marked as Read.

| | | Status | Type B ead | Date | Staff
(] ¥ [E3 Filed Liver 2111/2007 14:53 Burton, David
L]

O ¥ (&3 Filed Serum 09/11/2007 17-04 Burmns_ Jayne

Mark as Unread

If you have Marked as Read in error, you are able to change the message status back
to unread. To do this right click on the message and select Mark as Unread.
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Add new action

Actions can be added to a result to convey information or request a particular action
to be carried out. An action can be directed at an individual or to a group (e.g.
receptionists, GPs, nurse etc).

1. Right click on the relevant result and select Actions.

i hd = hd L} hd L - =l hd =¥ hd v o =
ions Tick Allocate Assign File Print Active  Find ConMgr

| | | Status | Type | Fe.. | Date | Staff
¥ &] Available for filing EDTA O 0570242007 1... Hill. Alison
¥ E3] Available for fiing SERUM O 05/02f£2007 1... Hill, Alison
¥ = Partially filed URINE O 0570242007 1... Hill. Alison
¥ &&] Available for filing 24H.URINE O 0570272007 1... Hill, Alison
v Bl - - !

= »

n

Alerts »|  No Action Required M.
. Dr To Contact Patient "
At Inform Next Of Ki
< NTorm Mex n
Filed  Re-alocate... .
Autc Pt To Make Appointment
Result OK at
< Re-Assign... Collect Script
Repeat Test —
File Al See My Notes L
Laboratg  Fle Abnormal Make Routine Appointment
Sender: 0 Consider Flﬁng Complete 1 Upservations
3331_-‘151'3 D "Serum lipids"
Recipient R ——
SERUM LIPID REPCRT: Please
Reguestor
Date: 05/ -
MAnare T sa - ' s "Serum cholesterol"” ©.7 mmtc

2. You can either select your required action from the Frequent Actions list or
select the Actions option to make a selection from all possible actions.

3. Once you have selected from the action menu, the Add Action form appears
for you to complete. The Add Action form must contain as a minimum:

e The action. If you selected a specific Action from the right click
menu, this will be filled in automatically. If you selected the Add
Action option from the right click menu, you can select an action
from the dropdown list.

e Action By i.e. who the action should be completed by (either a
group or individual). Bear in mind that whilst being able to assign
an action to a group of staff is a positive and useful software
function, the responsibility of who is to complete the action is not
as explicit as assigning an action to an individual person.

e The action status (this will probably read Newly Actioned by
default).

16 Vision 3 Mail Manager Quick Reference Guide for Clinical Staff



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

here.

Patient name, address and
contact humbers are shown

Date - This is optional -
type in the expected
date of the action.

— Contact detailz: ¥
Fatignt:  Haddock, kary

Address:

x|

19 0atland Green, Leeds, L57 15M

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

ontack
bers:
AN

—Add:

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

[rate: ||

18/04/2007 /

_y Code: IDrTu:u Cantact Patient

j Patient specific; [+

Test: |Dr To Contact Patient

/

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

/"' Caonfidential [ <

Statuz INEWI_I,I Actioned
4

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.

j Complete: -

4
Action by IEips

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.
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4. When you have filled in the action form, click OK.

If you selected the Add Action option from the right click menu rather than a
specific frequent action, on clicking OK, you will see the Actions screen which
will display all the actions for this message. Close this screen to be taken
back to the main Mail Manager screen.

5. The action text is displayed in the Action column in the main Message List. A

copy of the actioned message is automatically sent to the person or group to
whom it is actioned.

The selected action
| | | Status Type appears here' When the | Patient |Act\0m"8ubjem | Copy | From
Awvailable for filing  EDTA action has been Haddock, Mary No RHUDZ.Bioche:
Awvailable for filing SERU Patricia No Chemical Pathc
Partially filed URINH Completeq (eg by the Eames. No Chemical Patht
available forfiling  24H.U| receptionist), and marked Dad. Sarah No  Chemical Pathe
Available for filing SERU Cain, Sarah Resfft OK No Chemical Pathc
Available for filing  FLUOH by them as C_0mp|ete’ the Backhouse, Vinc... No Chemical Pathc
Ausilahln fnrfiine e @ction ||ne W||| be Crossed Dars FEanran KA Mhamical Dathe

through.

How do | add more than one action?

Mail Manager allows you to enter one or more actions against a message. This can
be allocated to different individuals or groups. To add more than one action, repeat
the same process as adding an action. All of the actions attached to the message are
shown in the Actions tab at the bottom of the screen:

=
JactionBy  Jacion  [SetBy  on _[Completed |
I edt Receptionists [nform Next Of Kin ot System System Supervisor 0170512007
M edit Gps [Dr To Contact Patient Mk System System Superviser 01/0572007
[ M System System Supervisor [Pt To Maks Appointment [N System System Supervisor 01/05%2007 0110512007
j — -
Pathalagy  Actions | Header | Audit

Note Actions can also be edited to record the action status which
records the process of the actions - see page 42.

What should | do if add an action by mistake?

If you add an action to a message by mistake (because you can add multiple actions
in Mail Manager), re-selecting the correct action will result in the message having two
actions. It is advisable that a completing Action Status of “Action Added by Mistake”
is created in Control Panel; this is normally accessible to System Administrators. If
this is selected when you have selected an action by mistake, the action will be

completed and recorded, then you can right click on the message and select another
action.
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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 look
at.

Select the Consultation Manager icon from the toolbar.

o, & . & = S . 41418

- -

Tick, Allocate Assign File Print all Find @ Confgr l ‘iew

| | | Status Type | Fead | Date | Staff | Patient

il Serum O 221142007 11:53 Burton, David Peasgo
O 221172007 11:53 =Haddo
O 2271172007 11:52 =Haddo
m 52 B d P d

vailable for filing
vailable for filing

[ R —

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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How do | check if the actions | have added are still outstanding?

You can check if the actions which you have assigned to a message are still
outstanding:

1. Click on the Staff tab in = Mr System System Supervisor - Mail Mana

the left hand pane. File Filter | Message Miew Tools  Help
e, = B . [

Back. Forward Refresh  #ctions Tick

Incoming Mail

Staff |.ﬂ'-.|:ti|:|ns| Patients | No curent Patient |

Al dates. Os Action |
o Staff (38) Click on the
E| Incoming b ail Staff tab.

2. Click on Filter -

Outstanding Actions. File | Filter Message Wiew Tools Help

<& Skaff B

Bac 4l dakes Actions
Select Filter — Ing L day
Outstanding —— 2days -
Actions. Note L week atient |
that you can Z weeks e |
also apply a —— 1 month ——
date range. E Range: x

=4 v Al Mail

P Inassigred

| Flagged
Outstanding Ackion

3. The actions you have

[ |;m\nu.qmmnw [ [ [5as e [Fead Lz [t R [wimsbel [0 [ | e
Created th at h ave not —————7 v Sndized @ OVBATID G Hagh s DTolobset A FDeloBctenT
¥ Sondeed @ OGOV Bnledl ik lolria®det % HODgloBoder]
been Completed are 47 e Senlid [ KON 1517 Recepionse  Haddock Nay  nfom New OFKin  Action” U2 Biocheis.
0 hfkd Sennliits [ ZBM207 1517 Bs Haddock Hay  DiTo Conecl Poen ctin RAUR Biocheis.
dlSpI ay e d 7 g Sanit: ¥ ELVEG Banlsl Moy MordeOBn b FHEBves
. 1 o Sndded @ ORETES Gp Wby borOfn Mo FHERveni
o4 bumbsid 7 am Sandded @ IRV G Hodlo oy ForlksOEn o FHEBvenfio
B Mo Ele
- Lol 3

Tip You can also change the date range from the Filter menu to show
All Mail. This will allow you to view all actions that you have created
that are outstanding. This should be done on a regular basis.
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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.

Any unfilled or partially filed items are normally dealt with by administrative staff,
although you are able to file the result yourself at any stage. If filed, you can still

carry out functions such as Mark as Read, Add Action, Copy Mail etc.

I | I Status | Tupe | Read | Date © | Staff I Patient I
Partially filed Serum hipids 1 17/04752007 0731 Haddock, Mary

Available for filing

Available for filing
Partially filed

Available for filing
Available for filing

O
O
O
O
O

d filed as co...

Serum

wid 5| Filed (23

Serum

Unfiled

—Partially filed

Autofiling failed

Filing status and Icon for messages.

| (eg only File Abnormal has been done)
Serum @ Partially filed but considered complete (ie it is not
senum| intended to file the outstanding items so this message
should be treated as filed)

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 Abnormal (only the abnormal (red) result lines). This files all the result
lines in that message into the patient's record in Consultation Manager.

To manually file,
right mouse click
on the message,
select File all.

Status

L d Available for filing

5 Filed
(2 Considered filed as co...

| Read | Date T

Serum che
Serum che
Mid Strear
Mid Strear
Serum fred
Serum lipi
Serum che

Actions

Alerts

Allocate....
Re-Allocate, .

Assig..
Fle-AsSI. .

File All

File Abnormal
Consider Filing Complete
Edit filed itemm. .

! Deletefled item,..

Laboratory Report
Sender: Biochemistry
Biochemistry

p

Requestor:
Date: 04/06/2004

Report ID
#ulll0E/BESE5I4TUASTH |
Order ID:

Patient: Haddock Mary; DOB:

29/01/1937;
NHE Ho.:
Comments:

[F Free Text and Further Information

56 Spenser
AvenusCleopolisCornvall

Mark as Read
Mark as UnRead
Mark a5 Complete

Message

View messages For Patient
e ariginal
Patient Details

Prink. ..

Chr+P

Architving

3

Consultation Manager

Cooome o
S

")
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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).

If partially filed & | (e.g., after using File Abnormal), then select Consider Filing
Complete so that the message is completed (1 and eventually archived.

N 100 Help

A B . 0 . 4 . % . B2 54 . % o+ 4 B
fresh Actions Tick Allocate Assign File Print Active  Find ConMgr View
stient I ‘ ‘ | Status ‘ Type | Re. | Date | Staff | Patient | Action/Subject C
- I [m] | Available for filing SERUM O 05/02/2007 1... *Ajai-Ajagbe ... Kamran, Joseph N
= [m] (Ea Filed Serum O 05/02/2007 1... Smith. Lindsay Searle. David N
(& Filed SERUM 05/02/2007 12:02 Mcallister, John  Mooney, Harald 8
A O (& Filed SERUM 05/02/2007 12:02 Mcallister, John  Mooney, Harald 8
O EAFiled SERUM 05/02/2007 12:02 Mcallister, John  Mooney. Harald ]
[m] v (@ Filed Citrate O 05/02/2007 1... Mcallister. Jo... Pidsley. Elvine N
m] &) Available for filing SERUM O 050242007 1. Hill, Alison Jack, Kathy RiFedake-ppait- N
[m] ¥ & Partially filed Citrate O 057022007 1.__ Hill, Alison Peasgood, Emnest PtFeddake-tapsin= N
<
< SERLM |
Laboratory Report Request: SERUM
Sender: Chemical Pathology Observations
CARLISLE HOSPITAL PATHOLOGY o s nd e S -
Recipient: G3701053 = - Reassign Patient
Requestor: EZDDIZ A AJACRE b EERS
Date: 03/10/200Z 15:0% "Sexum sodiu
Repors 1D "Serum patas) File Result Inmediately by
3ml128004£/BB0001.0000600007001[EDT 1 "Serum urea File with Edit Loy
Order ID: "Serum czesz|  Fie Al 3}
Pavient: EDITESTPATIENT, SEVEN; DOB: . -
01/01/1948; ILiver Swnst  Eja Abnormal
NHS No.: 99339838522 "Serum total L (0-22)
Comments: niST serwn 1| DSPRAY Read Codes
"Serum alkal B0 - 1171
-0 Free Text and Further Information "Plasma gluc| more... - 10.0)
[y serus 7s= 1  Result Note... ko)
TEYROID FUNC  Folder Note...
t, Sy Clinicsl Information:
ROUTINE SCREZN

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

b, W "Serum cholesterol" &.7 mmolsL (2.8 - &.5)

Filing Multi-specimen Messages

When you select to File All for a multi-specimen message, Vision will attempt to file
all the results found within the selected message i.e. you do not need to individually
file the contents of each tab.

> | Blood[Read

Request: Blood

Observations

¥ "Serum free T3 level" 5.0 pmol/L (Z.6 - 5.5)
"BlZ/folate lewel"

 "Serum wvitamin B1Z" Z00 ng/L
Pleasze note new normal range for BLE assay.

W "Serum folate" 2.8 ugi/L (2.7 - Z0.0}
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Processing Multiple Messages

Within Mail Manager you are able to apply the following processes to multiple
messages at the same time.

IE

actions

#

Allocate

(]

Aszign

=

File

Action

-

Allocate

-

Assign

-

File All /File
Abnormal/Consider filing complete

=

Read

=

Prink

e Recover from Archive (from

-

Mark as read

Print

Archive View)

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

1. Select the required messages by
ticking the select boxes next to

them or using the Tick icon ™ ~

2. Click on File - Ticked and select

the required function you would
like to perform on the selected
results or select Ticked from the
relevant icon on the toolbar e.g.

B (. O . % . &
Ackions Tick, fllocate Assian
Add Action, ..

Highlighted

Tell Patient Mormal
Pass To Murse

KR

100ono

ARRARia

Status

8l Awailable For filing
Available for Filing
Available for Filing
Available for Filing
Available for Filing
Available for Filing

Type

24H_URINE
SERUM
FLUORIDE+EDTA
SERUM

SERUM

Serum

[R—

Incoming Mail

F Unallocated Mail
Bath, Lindsay

23 Unread

([ Read

& Bums, Japne

Burtan, David

Archive. .. 1 ' =
Actions 3
Find Patient. .. F3 alocat
View Message Window  Ceel+w ocate.
Maintenance Assign...
File: &ll
Exit 'e
File: Abnormal
weeks, il
Consider Filing Complete
o & Staff (33

Mark. as Read

Recover from Archive

Print

Tick &l
Untick Al

Chrl+4
Chrl+l

o #- & Chesnut Fileen

Lt &
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3. In this example we have chosen Ticked - Add Action &

to Action the two ticked i
. Address:
messages, so you will be taken Conat
to the Action screen to select the '
ACtlon and the person Who Adg:etby. Dr David Burton 214112007
should carry out the action. Baie |
Code: | | Patient specfic: I
Test [Resul Ok
Action by: | Receptionists | Confidentisl ™
Status: | Newly Actioned v| Complete: ™
Cancel
4. Once the required process has Mail Manager,

been performed on the ticked
messages, you will be prompted
with a confirmation that the

selected bulk action process has
been completed.

5. On clicking OK, the ticked messages will then be refreshed with the selected
changes.

-
\J1 ) Ticked - Allacate messages completed.

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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Other functions

How do | add a note to a result?

In effect there are two types of free text notes which can be added to messages in
Mail Manager. These are known as Folder Notes and Result Notes.

Note If Result or Folder notes are added to an result after it has been
filed, the note will not appear on the Journal in Consultation Manager,
although the notes are accessible through the View Mail for Patient

icon %.

Result Note

A Result Note is free text which can be added to an individual result line. The text
added is shown beneath the result line together with the author, date and time.

[ )
1. With the Pathology e e e
tab showing, point to

- &
fesh Actions ~ Tick  Alocate | Assign Fle Pt Actve Fnd ConMgr Veew

. . atient | [ [ [Staws [Type [Re...[ Date [ stat [[Patient [Action/Subject [ ¢
the result I|ne Whlch w |0 @Avalable forfiing SERUM T 05/02/2007 1. “Aja-Ajagbe . Kamran. Joseph N
E o i Filed Serum £ 05/02/2007 1. Smith, Lindsay Searle. David N
* @ & Filed SERUM W 05/02/20071202 Meallister, John  Mooney, Harold N
needs the note. A6 @ SEROM @ OoDRI2007 1200 Miealoes e Mooney Harld N
(=] (& Filed SERUM ) 05/02/200712:02 Mcalli Mooney, Harold N
. - O v &Filed Citrate O 05/02/2007 1... Mcallister, Jo... Pidsley. Elvine N
Right click and select R e O OS/02/2007 1. il Ason | Jack. Kathy  EeToakeAppeini-N
=) ¥ & Partially filed Citrate a 05/02/2007 1... Hill, Alison Peasgood, Emest PtFeMake-Appaint- N
Result Note - :
FRUM |
Taboratory Report Roquest SERUM
- =
o Reassign Patient
File Result Immediately by
File with Edit toy
Fie Al B
Fie Abnormal Lo
Display Read Codes oo
fo - 1m)
more o
~ T ResultNote... Lo
| Folder Note..
Sy
- yp Stotus Type [Fe..[Date [ stat | Patient [ Actiont
text in the Result O & Available forfiing  SERUM T 05/02/2007 1. “Ajai-Ajagbe ... Kamran, Joseph
O [&Filed Serum [ 05/02/20071... Smith, Lindsay Searle. David
. @ Filed SERUM 05/02/2007 1202 Meallister, John ~ Moaney, Harold
Note W|ndOW and la} [ Filed SERUM 05/02/2007 1202 Meallister, John  Mooney, Harold
. 0 GaFiled SERUM 05/02/2007 1202 Meallister, John ~ hoaney. Harold
click OK. ¥ & Filed Citrate O 05/02/2007 1... Mcallister, Jo... Pidsley, Elvine
1 @Available forfiling  SERUM Ol 05/02/2007 1. Hill Alison  Jack. Kathy PiFatie
O ¥ & Partially filed Citrate O 05/02/2007 1. Hill Alison  Peasgood, Emest Feis
<
< _SERUML
Laboratory Report [ Request SERUM

er: Chemicsl Pathology
HOSPITAL PaTHOLOMEHNANIZY
03

= A AJAcEE
09/10/2002 15:08

Fepestthis testin six weeks|
.0
7-0)

(73 - 126)

0L/01/1845;
NHS No.: 9393933522 10 wmel/L (0 - 22)

[m— 100 /L (40 - 117)
[[1Free Text and Further Infon o1/L (2.5 = 10.0)

0.30 - 4.50)

THYROID FUNCTION TESTS
Clinical Information:
BOUTINZ SCREEN

3. The note appears in "Serum TSH lewel" 10,70 mu/L (0.30 - 4.50)
green with a full result note Added by:Hill Alison on 05/10/2006 at 15:59

audit trail.
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Folder Note

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

1. Right click on the SERUM |
testtest Added by:Burton David on 22/11/2007 at 14:08
pathology result 7 Request: SERUM
H Observations
In the bOttom "Urea and electrolytes”
pane and select

o Serum sodium 141 mmolfL (134 - 145)
Folder Note.

Folder Note, ., I

test Added by:Burton David on 22/11/2007 at 12-52
My comment: this should he "Serum sodium"
 "Serum potassium" 5.0 mmolfL (3.5 - 5.0)
W "Serum thingy level" 5.2 mmol/L (2.5 - 7.00

My comment.: this should bhe "Serum urea lewel"

X rserum Crest " 97 umolsL (73 - 126)
My comment: this should be 44J2. "Serum creatinine"
My coument: ensure "Serum Creat." is on the lockup before loading this message.

K "AST serum level' 25 w/L (13 - 44)

My comment: this should be 44HE. "AST serum lewel"
My comment: ensure "RET serum level" iz not on the lockup before loading this messa

2. Type the note in
free text in the
Folder Note
window and click
OK.

Folder Note x|

Type message here|

ak I Cancel

3. The text of the
Folder note is < "Serum cholesteral”

. [0 Laboratory Report message
d |Sp I ayed at the Ir Added by:System Supervisor Spstem on 23/04/2007 at 09:27

Sender: Dept of Biochem_

- The Big H ital 7 Request: Serum
top of the right- Bons Ra GrervatonT
hand pane Of the ‘;i::i:gleY e "Serum cholesterol® == 7.1 mmalfL (1.0 - 4.9]

Transmission issues:
Recipient: David Burton
Peguestor: Fothering

message details,
Wlth a fu” aud|t Date: 04/06/2006

. RBeport ID: xmll202/001(EDI ]
trail. brasr 10:

Patient: Haddock Mary; DOE:

The text of the
note, who added
it and the date

NHE Mo.: 5782043458
Comments:

2 Free Text and Further Information

Flat &The Grand HouseBpenser
AvermeCleopolisCL2 32T

are shown under
the result line.

26
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How do | set a user Alert?

User alerts mark the result with yellow flags ¥ which shows the result is important.
To set a User Alert:

1. Right click on the result and

| Serum lipids 17/04/2007 07: 31 Burton, [
select Alerts - Add User | Serum cholesteral 17/04/2007 0730 Duncan,
| Available for filing Serum cholesterol O 16/04/2007 13:36 Fotheri
Alert. =5 i 'E [16/04/2007 13:36 |
- Actions ) Z—
a iled 16/04/2007 1335 Hl Alisc
T 2 Considerea o IR MY
a E3 Filed Remoye Wser Alert
p . Allocate, ..
. wailable for filing Re-flocate. . Remoyve Duplicate Status tar, |
BESIH
1 Re-Assign.. |
File &l
2. The result is now marked C e - e e
. Tik  Alocate Priit  Active  Find  ConMar View
with a yellow flag.
0 [ Status [ Tvne [ Fiead [ Date [ statt [ Patient
| [ Filed No Patient Contact  []  19/01/2006 17:06 Keighley, David  Connally, Rob
Filed Hospital Report [ 19/01/2006 17:05 Nomis. J Greenwood, b
Il i Auto filina failed Subsequent Follow-... [ 1 19/01/2006 17:05 Bailey. AlisonJ  Kane, Joseh

Removing a user alert

You are free to set and clear the user alert as you see fit with a simple menu option
right click Message - Remove User Alert.

O . Tt
O (FiEnE W 1E4/2007 1335  Hill Alison Nulier, &
0 Qo Consi T = Franki
[} (Z Filed - Burhz, Jayne Mutter, &
0 fvailablg Pllocate... Ep— Duphcata E——— Dactor, Oop Giiffiths,
Re-Allocate. .. -
ASSIT ..
4 Re-Assign, . |

Note Users have no rights to edit alert flags on messages other than
their own and those for which they have the relevant Staff Access
rights.

What are System Alerts?

System alerts, often with red flags v, System alerts are created by the pathology
laboratory, for example, abnormal or high/low pathology results and may carry
different coloured flags. These are set by the sender and cannot be removed.

I I I Stabug I Type I Read I Date I Staff I Patient
O = Filed Serum lipidz 17042007 0731 Burton, David Haddaock, bk
O Filed Serurn cholesteral 17042007 0730 Duncan, Sandra Haddock, b

Results can be sorted by alerts by selecting the alerts heading from the main Mail
Manager view:

| Status
= Filed
Filed

Filed

Alerts Heading

LILTEI
4 ¢ €[V
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How do | Cancel/Supersede?

An original message such as an XML Pathology result can be marked as
Cancel/Superseded if a subsequent message has updated the original.

1. Right click on the -
result select g
Message —
Cancel/Supers
ede

6/04/2007 1336 F
T 07 30T
16/04/2007 13:36 €

ORRIO

2. The status WI” I I I I Status T I Type I Read I Date I Staff I Patient
Sh OW as O k 4 _q‘ Cancelled/Supers... Serum chol@sterol 16/04/2007 13:36 Fathering, Fap Haddock, b any
Cancel |ed / O w WI : terol [] 16/04/2007 13:36 S_.vsle.m 5... Haddock. Mary
O (23 Filed bid Stream Urine 16/04/2007 13:35 Hill, Alizon Mutter, Gary
supe rseded O % (GgFiled Serum cholesterl 17/04/2007 07:30  Duncan, Sa.. Haddock, Mary

Cancel/Supersede is available providing:

e The result is not a copy/action message
e The result is an incoming message
e The result is not an archived message

e The result filing status is not already cancelled or a withdrawn
message

e The Staff has rights to the result
Cancel / Supersede will:

e Delete all copy results for the selected result
e Set the filing status to Cancelled / Superseded
e Mark the result as read

e Mark the result as actioned and not as outstanding Action

e A Cancelled / Superseded result that has been read with no
outstanding Action will be treated as completed result (regardless
of whether it has a staff or patient allocated)

Although the result is marked as complete, if the user amends the result so that it is
no longer actioned (e.g. Mark as unread), then the result will no longer be deemed
complete.
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Results with no Read Code

On the Message Details pane, under Observations, any result line which does not
have a Read code associated with it will be marked with a red cross. This cannot be

filed into Vision until it has

i )4

been assigned a correct Read code.

"PEF1" Supplementary Resultc

rA EAMD» PRESENT
WITH IMMUONOSTTRE

3AMPLE REFEREED TO

IMIIONOLOGT
5| AVaNaDie ror ring £8H_UHINE [l UD/ IUZZUUL 1 £U5 “AJaFAJAgDE EKD  CEORESIPatent, tigni
Reassign Patient M O [_I?.ﬂ 072006 12:03 =Ajai-Ajagbe Eko  Eddleston. Paul
RIDE+EDTA [ O5A02006 1203 *Alsi-Aiaghe Fka Editestpatient, Two
Assign Read Code M testpatient, One.

Display Read Co

more...
Result Note...
Folder Mote...

watory ropon

ler: Chemical Pathology

J,ISLE HOSPITAL PATHOLOGY

pient: AJATI-AJAGEE EED
westor: DR E A AJAGEE

D 08/10/Z00Z 15:05

srt ID:

t8001/BEOO0OE. 0000800007001

Read Dictionary

5 | To assign a Read
----- code, right click on
the message and
Request: URIN seIeCt ASSIgn read
Observations code.

44N__ Seriy
44M3 . Serum|

Az
A

jtestpatient, Seve

-,

blenentary Res

b
EX "PEP1l" Supplementary Result
DADAPROTEIN EAND PREZENT
WITH IMMUMNOSUPPRESSION

Find Read Code:
Code; z 7
ancel
[4z [ Find
Read Hi I Display By Keyward

4372, Prostate specific antigen

[2) 4723. Opsonisation function test

[2) 4324. Neutrophil functian test

([2) 4725. Estimation of lymphocyte proliferative abiliy
4326, Antibody studies

—@ 43Z7. Reaginic antibodies present

|-[2) 4328, Paraprotein profile

|- [2) 4373, Antigen test

|-[2) 4324, Paraprotein typing by immuncfisation

—@ 437B. Free prostate specific antigen level

—@ 4370, Freettotal prostate specific antigen ratio
12 432D, Cell marker analysis 2

Synanyms: I Display Synonyms

d44Md | Serun SIETOGTIT T o 138 — 7T ocupplcmentary Besult

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

Click OK.

At the Description Translation screen, the Read code you selected is shown at the
top - use the Change button if you want to change the selected Read code. The
provider description is shown in the window. If you choose Add to Translations,
this mapping will be placed permanently in the Tools - Lookup Table so that that
Provider Description is always mapped in future to that Read code.

Description Translation @I

4328.00 Change...

Paraprotein profile

Provider Description
FEF1

Add to Tranzlations | Jse Once Cancel
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How do | Assign Valid Units?
Some results are sent from the provider with units that do not match valid Vision

units. These lines will have a red cross X in the left-hand margin.

‘X 4674, 74 hour urine protein ocutput 4,50 gfZdh (0,00 - 0.13)
Supplementary Besult

1. Right click on the result line under Observations, select Assign Valid Units.

™ Request: Serum
=7 Observations
"Gonadotrophin lewvels"
¥ "Serum LH level" 9.3 usL
Iy o "Serum FSH level" 7.5 u/L

Free-text (comment) #1

X Serum potass - £.0) Dated 02/

Assign Yalid Units
Display Read Codes

MOFE.
Result Mote. .,
Folder Mote. ..

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

Unit Translation

Enter a tranzlation for the unitz uzed by the laborato. Apply a
zcale factor to numerically translate values.

|a/24h | =]

3. Click on Add to Translations. Whenever this unit is used in future by the
provider, it will be mapped to the Vision unit you have just selected. You can

lookup the mapping of all units done by your practice in Tools - Lookup
Table.
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How do | Copy Mail?

Mail for a particular user can be copied to one or more other users. You can either
copy a result from your own mailbox or from a mailbox to which you have rights. The
copy can go to a member of staff or a group of staff members that would not
normally have rights to see the result.

Any actions you effect on the copied result will be applied to the original result and
be visible on all other copies of the result. The exception to this is purely local actions
such as marking as read, and applying a user alert.

Rather than copying messages to another users mailbox, your system administrator
can allocate the required user rights for another user to access your entire mailbox
on a permanent or temporary basis

Copying a result

¥ ] Available for filing S erum cholesterol

[ 16/04/2007 13:36 Fotherinc

1. Right click on the result and
select Copy Message

2 * o007 1335 Hil
led as ¢ » [6/04/2007 13:35
B/04/2007 1335 Bume. Jap
6/04/2007 1335 Doctor, Oc

2. On the Copy Message screen, Copy message
SeleCt the group or |nd|V|dua| Copy message ta:
tO Whom YOU Want tO Copy the Mark message as private [

result. Click OK. [ ok | oo

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

1. Right click on the result

O w Filed Serum cholesterol [ 16/04/2007
and select Reallocate. 0w - ST 1670472007
O v Eafikd SHens 7/04/2007 (1
[0 w [ Filed Alerts + |6/04/2007
fllocate, ..
K
e Assign...

iI Re-fssign... holestera
Laboratory Rep  mc o) st: Serum
i;ndgl_': EEPE File: &bmormal u.: 5

e Big Hosp: . i EYUm;
Lo B Comsider Filing Complete I

2. Choose the individual or

: 1ol x
group you would like and £ : : j'
. Surnarne I Forename I Title I Mremonic I Raole I_
click OK. Bath Lindsay Mrs L6 Health Vistor
Bums Jayne 53 JB Community Hurse
Chezrut Eileen Mrz EC Health Visitor |
Corbett Gay bdre GC Other Health Care P...
Cottan K. atherine bdre KL Community Murse
Dietician Wihpos Mz DT Dietician
Doctar Oop Dr O0oH Commercial Deputisi...
Duncan Sandra Mrz 5D Practice Murse
Fathering Fay Mz FF Secretary
Gantley Olive Mrz oG Health Yisitar LI
e 1~FF Fie [ Armink —anb

ak. I Cancel Unallocate

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’ and all
reallocations are audited.
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Managing Actioned Messages

As well as administrative staff, clinicians should also be aware that they must
complete actions directed at themselves if they have been carried out.

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. GPs, Nurses 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 |  No curent Patient

o

2. Select Incoming Mail to see all Incoming Mail

actions allocated to you and any
groups to which you belong. Select
your name or the required group
name to see actions assigned

Patients ] Mo current Patient ]
Staff Actions

X

C. =3 Incoming Mail
specifically to yourself or a group. & Burton, David

.ﬁ Doctors

3. The messages for you and/or your groups are displayed.
| | | Statusz | Type | Read ‘ Date | Stalf | Patignt |Acti0m’8ubiect | Copy ‘

O ¥ (] Considered filed as co... Citrate O 18/10/2007 16:06 Doctors Facey. Palricia Dr To Contact Patient Action
O ¥ (C] Considered filed as co... Citrate O 18/10/2007 16:06 Doctors Facey. Palricia To Contact Patient Action
O w artially filed SERUM - ,/zi To Contact Patient Action
[ 4 led Serum To sort and group the messages by 1 Pt To Make Appoint... Action
O led 00H Report Mes: q g q q Dr To Contact Patient Action
O L4 led Liver aCtlon CIICk on the ACt|On/SUbJeCt Mo Action Required  Action
O L4 led Liver head | ng . Iy Mo Action Required  Action
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4. Select the relevant result, check for any free text that may have been added.

6.0 - 3.3 Prvdr commentrge fres-text

B &3

L 4 &3 Filed Serum O 18/10/2007 15:31 Doctors Haddocl
00H Report Message [ ] 14/04/2003 14:13 Doctors Epoc. 51
W21/11/2007 14:53 Doctors Walker.
1741042007 12:20 Doctors Hadzinal
% |
Mo need to repeat test
Added by:Burton David on 26/11/2007 at 11:34
Dbservations
¥ "Serum cholesterol" »= 7.1 mmolsL (1.0 - ) Finall
obs free-text comment \ Any Folder

Notes/free text will
appear here.

Pathalogy | Actions | Header | Audit

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

This will display all the actions

6. Tick the Complete box (next to edit)
to complete the action.

on

I~ edit Doctors No Dr David Burton 211172007
Action
Required

I~ edit Receptionists Result | Dr David Burton 21/11/2007
Ok

I~ edit Dr A Brown Dr To Dr David Burton 211172007
Contact
Patient

Patholoy _Actions | Header | Aud

Complete

!
O« |

7. When prompted to confirm you wish ]
to complete the selected action select 2 o ; . oo the cclactod ach
Yes. Upon Completion, the message \‘t/ Please confirm you wish to complete the selected action
will disappear from your Mail
Manager screen. L |

8. 1If 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 Meszage has been deleted
the mailbox of the original user it
was allocated to which is normally
the usual GP.

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.

>R

Find

Type in the search details
and click Find.

Click on the required patient

name and click OK

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.

o2, Mr System System Supervisor - Mail Manager

Fie Filter Message View Tools Help
Click on

e U I = U I R

.o o d

Back Forward Refresh  Actions Tick. Allocat] jint Find  CorMar  View
Incoming Mail Find.
Stafl | Actions | Patients | No current Patient | Type [ Resd [ Date — [st

Available for filing Serum cholesterol 01/05/2007 14:40

B

Alldates. All Mail <
& Staff 3] -
ER=] ng Mait

01/06/2007 14:40  Bur
26/04/2007 15:17 Re
26/04/2007 15:17 Gp
26/04/2007 1517 Sm

Semum cholestrol
Serum lipids
Serum lipids
Gonadolrophin lovels

g Mai
Unallocated Mai
Bath, Lindsay

oooooooo
MR~ OOR O

Bums, Jayne Semm lipids 26/04/2007 1517 Bur
Buton, David Senm lipids 26/04/2007 1517 Bur
Chesnut, Eilesn Filed Senm cholesterol 21/04/2007 1535 Gp
Corbett, Gay Filed Semm cholesterol 16/04/2007 1336 Gp

Cotton, Katherine
: B f Dieticien, Whpcs
H -4 Doctor, Dop

Select Patient x|

Search Attribute:
Ihad mar ISumama

Optiahs

Search Details:

v Active Patients anly

Date of Birth |Regi

1941 Dr David Burton Permanent
1041241973
3041041950
16/12/1923

| [Haddock Pemanert
| [Hadzinakos

Hadzinakou

DrJohn Meallister
Dr David Burton
DrJohn Meallister

Permanent
Permanent

Addr
’7 13 Datland Green, Leeds, LS7 1SN Tet D161 387 7382

| Z Mr System System Supervisor - Mail Manager
Fio Fer Mossogs Yea 05 ek

. Ot .0 B @ % 4 48

Bar<  Foward  Retesh Acie Tk Alocate  Aesign Fie! it Adive  =nd  Confir U
St | dcons | Faens Hadieh e | [ [ [T [Fead | Dae * [sat [eent [ etenubect o [ |
0 @ Seanod: ¥ BOCATIET Grobad  -afhechay Wt A0 %0 RRORZBietensn,
0 e Samcised ¢ BOAVIR G -adiozc My W0k dcten RHUDBixenshfin

& 1 heoring sl
(] Uread
5 Rex

=] Outginghial

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.

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

=ls
A Lok o B &S 04 >+ H B
Back Actions Tick Allocate Assign File Print Active Find  ConMgr  Wiew
Read
Staff | Actions | Patients Haddack, Hars | [ 1 [5tats [ Type [ Fead [ Date = [ staif [ Patient [ Action/S ubject [Copy | Fiom [ Message R
=2 [ Filed Senmlnids 26/04/2007 1517 Burton, David Haddock, Mary nform Neat Of Kin No  AHUOZ BiochemistiBio
] (& Filed Senum cholesteral 16/04/2007 1236 Gps Haddack, Mary ko Next OF Kin Action  RHUDZ BiochenstyBo
=3 Inconing Mail
o ad
3 Read
(23 Outgoing Mail
Click on the
relevant
message.
Select Actions then tick
. the box to complete the
action. —
Complet
I edit [Receptionists Inform MNext Of Kin Dmp ete
I~ edit Gps Dr To Contact Patient
[ [Mr System System Supervisor Dr To Contact Patient dit 1
[ Mr System System Supervisor Pt To Make Appointment
Pathology Actions [ Header | Audit

7. When prompted with a confirmation

screen, select Yes to complete the el i =
aCtion- Upon Comp|et|0n, the \?/ Please confirm you wish to complete the selected action
message will disappear from your

Mail Manager screen.

es I Mo I

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 Mezsage haz been deleted
was allocated to which is normally

the usual GP.
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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 eplanmewmediation | 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.

. Messages with
Click on All completed actions
to be taken appear with a line
back to the through the action.
active view.

Note If you are looking 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.

@ Kbt | # B
|

onsultations ¥ Joumnal | Filtered Listl Surmmary

= T

1.3 mmal/L ;

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

displayed.
x
Al F.| R| Received © Subject Action I Action Requested Action Completed Staff Fram
¥ [ v 03/05/2007 Urea and electrolytes Ft To Make Appointment  Receptionists Alizon Hill CARLISLE HOSF
| | 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

X
AL FLAl Reosived © [ Subieat [ acton | Action fiequested | Action Completed
07 : {

Urea and elzctra

jpointment  Feceptior

Alizan Hil CARLISLE HOSH
4| | >l
Filker All Unarchived | Unread | Read || Outstanding Actions oo & Archived | Unfiled |
Yiew Result I Exit |

4. The newly completed action can now be seen under the Completed Actions tab.
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Current Mail: ERNEST PEASGOOD

Al F.| B| Received

Subject

Action #

Action Requested

x|

Action Completed Staff

I From

¥ = v 03/05/2007

Urea and electolytes

Pt To Make Appointment

System System Supervisor Alizon Hill

CARLISLE HOSF

< |

Al Unarchived | hived Unfiled |
il B st Exit |

Filker Unread | Read | Outstanding Actior

Complete Sctian

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

BIOCHEMISTRYIS
BIOCHEMISTRYIS

Al F.| Rl Received = Subject Action Action Requested Action Completed Staff From
w [ 28/02/2008 Citrate Tell Patient Mormal Mr System Supervizor
w [ 28/02/2008 Citrate Faszz To Murse [ir Fiona Yenus
L] ]
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

Pasz To Murse Misz Murze Prescriber TRYIS
rse Dr FianaVenis To add an _E

action from
Patient Mailbox
in Consultation
Manager, Select
the result then

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 | Actionsz... | Close | Motes |

<

Blood[Read) | SerumUnread) | EDTAMUnread | Citratert < |

£

771 Laboratory Report

Sender: EIOCHEMIETERET
SOUTHPORT-s-0FMEEIRK-H
Becipient: HILL, Alis
PEl045

Becquestor: DR SYED 0O .

Date: ZE/07/2005 13:4Z
Beport ID:
xmlO00ZdEE0703134E1E2~
Order ID:

Patient: Peasgood,Erne
DOB:

NHZ MNo.: 4302676434
Comment.s:

771 Free Text and Further Inform

| >

~ |0 Request: Blood
— [F71 Observations
0 W "Serum free T3 lewel" 5.0 pmolsL (Z.6 - E.5)
"BlZ/folate lewel"
[y & "Serum witamin ELZ" 200 ng/L (172 - 1l&Z)
Please note new normal range for BlZ assay.
J "Zerum folate" 2.8 ugfL (2.7 - EO.O)

Select Add
Action

b

Pathology |Acti0nsl Headerl Auidit I

5. Select the required action and the person to carry out the action.

6. Click OK.
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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 or in Mail for Patient in Consultation
Manager. Depending on how they have been added to the system, some action
status will complete the action. The Quick Reference to Mail Manager Setting Up
explains setting up Action Status.

x
— Contact details:
Fatient:  Haigh. Martin
Address 7 wharfedale Grove, Leeds, LSV 2L0)
Contact o
Mumnbers: i
—add:
Set by br Spsten System Supervizar /06,2007
Date: I
Code: IDI To Contact Patient j Patient specific: [+
Text: |Dr To Contact Patient ;I
Kl _>I_I
Action by: I j Confidentiak [
Statuz:  |Mewly Actioned j Complete: [
M ey Actioned B
Mo Anzswer |
oK Complete
— |Awaiting Patient Response
In Progress
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To record an action status:

1. Click on the Actions tab. In the
bottom pane of a selected
message. Click on edit which
will display the Update Action

screen.

2. From the drop down list, select a
relevant action status. Click OK.

Inform Ne Of Kin M Syssemn System Supervisor

Patient  Haigh, Martin
Addiess: 7 'Wharfedale Grove, Leeds. LS7 2L0
Contact

Humbers
~ Esisting
Sethy: Mr System System Supervisor 01/05/2007
Code:  Dr To Contact Patient Patient specific: [#

Text: DrTo Contact Patient

Actionby: Gps
Status: Newly Actioned Complete: i

[ Update:

Date:

Text

el

4
Complete Action by [Gps

I~ edit Gps Status: [Newly Actioned
Nowly fcton=d
! =

=
12

=

=)

Complete: [~

b

seium upus, susumiuuc 1o e DELGEUUIMSS HauUULR.

Serum lipids a 26/04/2007 15:17 Gps Haddock,

x|
- Contact details: i

Eonpeic-

[ Aaiting Patient Fesparee
I Progress

Adding Action Status result from Consultation Manager

To add an action status to a result from Consultation Manager:

1.

From Consultation
Manager, select the
patient

Click on the View Mail

for Patient = in
Consultation
Manager.

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

@ Kbt # B

® =W =

onsultations  * Journal | Filkered Listl Summary,

X
A F] A[ Received T Action Action Requested ‘Astion Completed Staft From
0 260472007 David Buton RHUOZ Biochem
([ 260472007 David Buton RHUOZ Biochem
(2] 26/04/2007 Gonadotiophinlevels Pt Ta Make Appoirtment  Receplirists Alan Smith AHUOZBiochem
| | U]
Fiter [~ A Urarchived Unread | Afkd |00 |_c] |_fuctived |_Urfied |
hplete Action | View Resut Esit
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4. Click on the appropriate
result, then click on the
View Result button.

Rl | |
- e—
Fter Al Unarchived | Uriesd | _Rssd || OutandingActors_C |_tuchived | (ed |

Conplefcion | [ViewResut |

al Message x|

5. Click on the Actions e
Fieal | Fesbroral | Pint | Acons. | Clese | Noles
button and select z : -
relevant message to e 2D Chveatons

BHU0Z, Biochemistry "Conadotrophin Ledwgs"

update. Bocheniziry ¥ Sarmn i Lavel”

I v "Serva FSH level® 7.5 w

Requestor:
Dars: 04/06/2004 Free-test 0 s

Report ID: [ ¥ Serun potassi

*n11007/BEG65947W [EDT 0z/06/2004 Cl k th

1 Will be filed as: ICK On e
Order Ip

Actions

DOB: 28/01/1837;
NHS No.: HADDZS0L37

o button.

[ Free Text and Further
Information

56 Spenser
awenneClaopolisCornvall

-4 »

Pathology | Actions | Header | Audt

=
6 C||Ck on Update R I T Hotes

S 5 3 rophi levels"{Read) | "Serum linids"(Read)

| »
] If Complete. Add Update. | i3 Cancel |
"
AvenueCiespslissornvall
4 » < »

Pathalagy | Actions | Header | Audit

/. Select Action Status o
from the drop down list.

r— Contact detail
Patient  HADDOCK, MARY ‘

Address
19 DATLAND GREEN

Numbers:
8. Click OK to save.  Existing
SetBy:  System Spstem Supervisor

Code Pt ToMake Appointment Fatignt Speciic. ¥
Text Pt To Make Appointment

Contact 0151 987 7352 ‘

Action by Stella Winter

Status Mo answer Complete. [©
—&dd/Update

Action by[5iella winter j Patient Speciic [~

Deadine |[¥ 26/04/2007 vl

Teut

Canfidential =

Status: Complete [

Mewly Actioned

Mo Anzwer Cancel
[
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How do | view action status?

To view action status in Consultation Manager:

1. Select the
patient, Kbt | # B

click on Lol

View Mail
for Patient onzultations  * Jounal | Filtered Listl Suramary

=

@< =

1.3 marmal/L ;

2. Click on the
appropriate |l PR Aeceived  [Subect  Jacion . [ actionFeguested clio

reSUIt, then - Lk UL . fiutietihnon il ecenlonit : E san Hi CARLISLE HOSH
click on the

View

Result
button.

Is¢

4| | |

Filter Al Unarchived | Unread | Head| Outstanding Actions Completed Actions: Archived Unh\edl
Conplete fution | [[View Result | B |

3. Select the

Acti x
ctions
button. The Fieal | Fiestromal| P | adtons. | ks | Notos
aCtion él _ _ .;Gq_nadot(ughin levels"[Read)] I"Sgulm linids"fRead |
status is mactions x|
under the Complete I Action by | Deadling I Added I Code | Status
h ea d | n g M Receptionists 2640472007 26/04/2007 Pt To Make &ppointment Mo Answer
“Status”.
4 | | _’I
| : Complete | Add | Update 0k Cancel |
v=p T
AvenueCleopolisCornwall
M RN »
Pathology IActinnsl Headerl Audit I
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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 (using File - Archive) and as
time goes on, possibly daily.

Individual users can archive their own messages (see below) 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 if the
message is a Pathology result it must be older than 30 Days.

1. Right click on the message.

2. Select Archiving — Archive.

Print... Ctrl+pP
nchive 9

3. When prompted to confirm archive, click Yes.

Note Only electronic prescription messages can be archived if they
have an error message.

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 -l Sentor !
Complete).

e ETP Messages

e Choose and Book/E-booking Messages

e PDS Update Messages

e GP Summary Messages

Note You can access archived messages within a certain date range
from View - Archive.
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