<, VISION

Vision 3

Quick Reference to Mall
Manager Setup

for XML Pathology and GP2GP

INPS

<. INPs

A CEGEDIM COMPANY

INPS
The Bread Factory, 1A Broughton Street, Battersea, London, SW8 3QJ]
T: +44 (0) 207 501700 F:+44 (0) 207 5017100 W: www.inps.co.uk



Table of Editions and Contents

Date Version Contents Output
24.10.06 DLM 240 Quick Reference Mail Manager PDF
07.11.06 Edited JTHO
31.10.06 Edited ESTU
05.02.07 Edited JTHO
04.04.07 Edited ESTU - Quick Reference
to XML Pathology Set-up
11.04.07 edit JTHO pdf
14.05.07
05.09.07 Edit ESTU
09.11.07 260 Review ESTU
20.11.07 Shortened
05.12.07 260 Tools Options Pdf
28.02.08 DLM 260 - Patient Specific ESTU Pdf
1684
25.03.08 DLM 260 - Workflow and general Edit ESTU Pdf
1740
15.05.08 Archiving rules edit PDF
20.08.09 DLM 290 Cannot archive path messages PDF
with outstanding actions
17/11/10 Style updated Docx & PDF

Copyright © INPS Ltd 2010




Contents

QUICK REFERENCE TO MAIL MANAGER SET-UP
What this Quick Reference Guide Covers
Switching on XML Pathology - General Points
Pre-checks before starting GP2GP

Mail Manager Set-up in Control Panel
Mail Maintenance - Staff Access
Whose messages can the selected user view?
Who has access to the selected mailbox?
Allowing Access to Messages
Remove Mailbox from Mail Manager View.
Mail Maintenance - Action
To create an action in Control Panel
To edit an action
Change the list order or Frequent Actions
Discontinue an action
Mail Maintenance - Action Status
Create an Action Status
Edit an Action Status
Discontinue an Action Status
File Maintenance - Staff Groups
What are Staff Groups?
Create a Group
Add person(s) to a Group
Add all staff to a group
Remove a person from a group
Remove all staff from a group
Delete a Staff Group
How do you find what other groups a Staff member belongs to?
Remove a staff name from all groups

Overview of Mail Manager
Accessing Mail Manager
Startup option
The Mail Manager Interface

Mail Manager Workflow
Mail Manager Options (Tools)
Message tab

Pathology tab

How do I archive messages?
Rules for Archiving XML Pathology Messages

27

28
28
29

30
30

Vision 3 - Quick Reference to Mail Manager Set Up (15.05.2008)



Automatic Archiving - England
How to archive
Viewing Previously Archived Messages

30
31
32

Vision 3 - Quick Reference to Mail Manager Set Up



Quick Reference to Mail
Manager Set-up

What this Quick Reference Guide Covers

This Quick Reference guide is aimed at System Managers in practices in England,
particularly those:

who want to set up Mail Manager to receive and manage pathology
messages in XML format. Note that many other XML messages can
also be received in Mail Manager (Out of Hours Reports, ETP, PDS
Updates, etc).

who are receiving GP2GP messages.

Before Mail Manager is used for XML Pathology, a System Administrator should
configure the following set-up options in Control Panel:

Staff Access (see page 4)
Actions (see page 9)

Action Status (see page 14)
Staff Groups (see page 17)

We have also included instructions on how to archive messages in your individual
Mail Manager Mailbox and on behalf of other users.

Other Mail Manager User Guides include:

Quick Reference to Mail Manager for Administrative Staff;
Quick Reference to Mail Manager for Clinical Staff;

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.

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. A full GP2GP v1.1 User Guide can be downloaded from the
INPS website www.inps.co.uk under Client Zone - Downloads - CfH - GP2GP.
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SWltchlng on XML Pathology — General Points

Your pathology laboratory should be sending EDIFACT messages
which you have been receiving successfully into Mailbox / Mail
Administrator. EDIFACT messages will be "wrapped" in an "XML
envelope".

e XML Pathology has to be switched on. You will be given help with
this.

e There is no conversion of existing old pathology messages in Mail
Administrator / Mailbox, so there will be a transitional period during
which you will require both old and XML pathology. Once XML
pathology has been activated, all new pathology messages will be
routed into Mail Manager, but you will have to manually process
any outstanding messages in Mail Administrator / Mailbox.

e There is no change to the function of incoming pathology messages
in GPC.

e Actions, mapping Read codes and Local IDs that you were using in
Mail Administrator can be converted into Mail Manager and need
not be re-entered. The first time you enter Mail Manager after XML
Pathology has been switched on, you will be asked if you want to
convert the action messages, the Read code Look-up table and
Local ID table from Mailbox / Mail Administrator. Answering Yes
will save you a lot of time from re-entering these.

Pre-checks before starting GP2GP

Organisations

Before starting GP2GP, check in Control Panel - File Maintenance under
Organisations that you do not have an organisation with the same name as the
practice.

For example, the practice may be called The Medical Centre, but you also have an
Organisation under General Practitioner Fundholder called The Medical Centre.

In this case, when trying to send a GP2GP extract with a referral in it with the
organisation / hospital being the Fundholder, GP2GP cannot distinguish which
organisation the department is linked to so the hospital is not sent through and is
missing from the referral screen at the receiving practice.

So if there are ANY duplicate names within Organisations, change one of them. In
the example above, the General Practitioner Fundholder name could be changed to
The Medical Centreold.
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Mail Manager Set-up in Control Panel

From the Vision front menu, select Management Tools - Control Panel.

Y2 vision Control Panel

Filz  Wiew Actions Help

@ . >

j Back Refresh

ail Maintenance

Forward

burton, David

Staif AN Actions | Agtion Status | Mailbox [ValdFrom [ ald Until___|

Folder Items \ x| |2 0wn Mail
{3 Bath, Lindsay E@Unallocated Mail 0340642003

B[] Bums, Japne E@Bath, Lindsay 03/06/2003

23 Burton, David .
(3 Chesrut, Eileen Select Mail
[ Corbett, Gay H
(20 Cottan, K.atherine Mai '_“tena nce to
1[0 Dietician, Whpcs configure Staff
- (1 Dostor, Dop =04 Access, Actions and
Fl-[2] Duncan, Sandia L= 1) Action ’Status
Fe- [ Fothering, Fay =@ Fol .
[:I Gantley, Olive =1t
(Z0 Green, Jeff @G
(2 Haton, Linda w3H
- (3 Hil, Alison S@Hil, Alison 03/06/2003
-3 Hil. Gail SZHil, Gail 03/05/2003
-3 Hither, Fiona "2 Hiter, Fiona 03/06/2002
:g Jaa Bary &P atta, Bary 03/05/2003
D Martin, Amanda =K .
-2 Mason, Donothy =My Select File
D Meallister, John M Maintena nce to
[ Painter, Fipon ZM
(23 Parsors, Pauline =grq set u p Staﬂ:
Cl Raoberts, John =22 Grou ps
B[] Seanned, Letters 2R )
B[ Smith, Alan =15
3 @ 5
25 e
5@ Smith, Sheila 03/06/2003
File Maint=naggeTT .8 &;ﬁ:lelﬂﬂa W@ System Supervisor, System  (3/06/2003
T evameavmnn | || 2 Fite. Arine: 2 Tranter, Tina 03/06/2003
Evertioa Viewel | || ;. 0 twilson, D ariells @ vihite. Anne 03/05/2003
System Status | | 53 (2 Winter, Stela s@wilson, Danielle 3/06/2003
Security Egdwinter, Stella 03/06/2003

The following procedures should be followed to set up Mail Manager:

e Set up staff access rights to view other peoples’ mail messages in
Mail Maintenance - Staff Access - See page 4.

e Create/Maintain the list of action messages in Mail Maintenance -
Actions, e.g. Patient to make appointment. See page 9

¢ Create/maintain the list of action status in Mail Maintenance -
Action Status. New status might include In Progress or Awaiting
patient response. See page 14.

¢ Create/maintain staff groups in File Maintenance - Staff Groups,
e.g. receptionists, nurses, GPs etc. These user-defined groups of
practice staff members can be selected for the purposes of copying
or actioning messages en masse in Mail Manager. See page 17.
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Mail Maintenance - Staff Access

Staff Access allows for viewing and maintenance of staff access rights. Everyone has
access to their own mail only, unless they are given extra access rights to other staff
members by a System Administrator. The System Administrator will need access to
everyone’s mail and also unallocated mail (i.e. messages that have not been
allocated to a member of staff).

It is also recommended that two other Administrative staff are given
access to view unallocated mail as well as the System Manager.

During an absence there is no need to redirect mail within Mail Manager. You are
simply able to give another user the rights to view mail for the period of the staff
absence.

Whose messages can the selected user view?

In Control Panel - Mail Maintenance - Staff Access, when you select a Mailbox
from the Folder list, the Mailboxes that the staff member has access to will be
displayed.

1. Go to the front screen of Vision and select Management Tools — Control Panel.

2. Select Mail Maintenance - on Control Pane
Staff Access.

Mail M aintenance G =

Back Forward Refresh

Bath, Lindsay

Staff Access l Actions ] Action Status ]

Folder [tems b4
+-i=3 Bath, Lindsay
+- [ Burnz. Japne
+- [ Burton, David
+- [ Chesrut, Eileen
+
-
+
5

[Z2 Corbett, Gay
(21 Cotton, K.atherine
(21 Dietician, Wbpcs
(2 Droctor, Dop

T T Mlwemmin € e

3. By clicking on a folder, you —-i23 Masaon, Diorathy
can see whose messages each Dorothy Mason B8 Oan Mail

member of staff has access to. can only see her =[] Meallister, Johin
own mail. 553 Own Mai

John Mcallister 3 Unallocated b ai

has rights to Bz Burton, David
view unallocated g Doctor, Oop
mail and the Ezd Duncan, 5andra
mail of several Ezd Fothering, Fay
members of Ezd Gantley, Olive
staff. B Green, Jeff

Bz Halton, Linda
Bz Hill, Alizon
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Who has access to the selected mailbox?

Similarly, if you would like to find out all the users who can access a particular
Mailbox without looking at each individual user’s access rights you can:

1. Rightclick on a
Mailbox folder and
select View
access to this
staff.

2. The View Access
Rights pane will
display the names
of the users who
have access rights
to Dorothy
Mason’s mail.

3. Click OK to close.

y,?_{ ¥ision Control Panel

File Wiew Actions Help

hail b sintenance

Falder Items

g

-] Bath, Lindsay
Eurns, Japne
(23 Burton, David
(23 Chesnut, Eileen
Corbett, Gay
Catton, Katherine
Dietician, Whpcs
Doctor, Dop
Duncan, Sandra
Fothering, Fay
Gantley, Olive
Green, Jeff
Halton, Linda
Hill, &lizon
Hill, Gail
[:I Hither, Fiona
[:I Jatta, Bamy
: (23 Kimble, Jane
attin, Amanda
i
-2 Mealliste fidd
. Rem
(23 Painter, |
(23 Parsans, et

Al
ove Al

oW
Back Forward — Refresh
Mason, Dorothy
Staff Access | Actions I Agtion Status I Mailbias
1 |=2 0w Mail

To view who
has rights to a
user’s mail,
right click on

the folder name
and select View

access to this
staff.

-[Z] Roberts,  yiew

[ [ [ [ [ - - -

Access ko this Staff

[ Scanned;
(2 Smith, Alan
(20 Smith, Lindsay
-2 Smith, Sheila

Mason,
Steff Access | Actions | Ation Status | Mailbos | validFrom [ MalidUntl |
Falder Items x | B Do Wil

D Bath, Lindsay

: (21 Bums, Jayne
(Z3 Burton, David
[Z3 Chesnut, Eilzen
[Z3 Corbett, Gay
(21 Catton, Katherine
[Z1 Dietician, ‘Whpcs
(Z3 Doctor, Oop
(2 Duncan, Sandra
(Z2 Fothering, Fay
[Z2 Gantley, Olive
(Z2 Green, Jeff

(23 Halton, Linda
(23 Hill, &lison

(23 Hill, Gail

(22 Hither, Fiona
(23 Jatta, Barry

(23 Kimble, Jane
(2 Martin, Amanda
3 Mason, Dorathy
(23 Mealister, John
F-[Z00 Pairiter, Fipan

x

The following staff member(s] have Access Rights ta
Mrs Dorathy kazon's mail:

i‘ Burtan, D avid
f Hil, lison
i‘ Mcallister, John

i‘ System Supervisor, Spstem
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Allowing Access to Messages

Also in Control Panel - Mail Maintenance - Staff Access you are able to manage
which messages users are allowed access to. To allow a particular user to be able to
access another users’ messages:

File Wiew Actions Help

I ail Maintenance & =

- -

Back Forward — Refresh

Burton, David

1. From the Staff
Access list, right
click on the folder of
the person you wish

to give further
access rights and
select Add.

Staff Access Igctionsl Agtion Statusl

Folder Items

[#-[L Bath, Lindsap

[:I Brown, &
£ [ Burnz, Jayne

[+

#

&dd all

[+

=
-6
&
&
&

[+

Wigw Access to this Skaff

[+

& Access Rights - Add

2. From the drop down
list select the
person whose
messageS y0u I ;I Groups . .. |
would like to grant
access to.

Grant Dr David Burton access to the following staff member's mail:

Mazon, Dorathy
Parsons. Pauline
Fioberts, John
Scanned. Letters
Smith, Lindsay

ok I Cancel |

Note You can also give access rights to a group of users messages
(i.e. Doctors, Nurses see page 18 for further instructions on setting up

groups).

3. To allow unlimited
access, leave the
Valid Until field
blank. IBums,Jayne

& Access Rights - Add |z|

Grant Dr David Burton access to the follawing staff member's mail:

LI Groups . .. |
|2D£DQ/2DD?

Walid Until [leave blank I

for unlimited access]

(] 8 I Cancel |

Access valid from

Unlimited access to messages
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If you only want to & Access Rights - Add fgl
allow temporary
access (i.e. when

Grant Dr David Burton access to the following staff member's mail:

someone is on

hO“day), you ShOUld |BurnS,Jayne ﬂ Groups . . .
fill in the Valid Until eI i 20/03/2007

d ate. Walid Until (leave blank — [g1,/10/2007

for unlimited access]

oK | Cancel |

Allowing temporary access to messages

4. Click OK to save. Stal Acoess | Actions | Acton Status| | Maibos [ValdFrom | Valid Ukl __|
You can see that —— x (D0mbal
David Burton has o (] Bath Lindoay &3 Unallocated Mail 03/06/2003
access to Jayne @ Buins, Jare &e@ Bath, Lindsay 03/06/2003
Burns’ Mailbox from o, David @Bums,Jame 20/09/2007  (01/10/2007
20/09/2007 until +- (1] Chesnut, Eileen &3 Chesnut, Eileen 03/06,/2003
— - - === | e TR 02N M nng
01/10/2007.
5. From the Mail | | | Statuz Type | Fiead | Date
Manager screen, [ Filed Serum I:‘ 0941172007 ..

Partially filed Citrate [l 1871052007 ..
=] Partially filed Serum Il 18/10/2007 ..

you are able to O
distinguish your 0
own messages by
looking at the staff
column.

Note If you click on the staff heading, the messages will be sorted
alphabetically by allocated staff.
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Remove Mailbox from Mail Manager View.

You can remove other users’ Mailboxes from appearing in your Mail Manager view by
removing your rights to their messages in Control Panel.

1. From Control Panel - on Control Pane
Mail Maintenance select : _
Staff Access tail Maintenance & . = .

EBack. Forward  Refresh

Bath, Lindsay

Staff Access I Actions ] Action Slalus]

Folder ltems x
+-4=3 Bath. Lindsay
#-[Z1 Bums, Jayne
(21 Burtan, David
# [ Chesnut, Eileen
[0 Corbett, Gay
- [0 Cattan, Katherine
-1 Dietician, ‘Whpes
-1 Doctor, Dop
[ T TP -
Click OI? the Mailbox you Staff &coess l.-’-\ctions] Action Status] Mailbox *alid Fram
would I|I_<e to amenc_:l o x [@ownmal
access rights to which <1 Bath, Lindsay @Unallogated b ail 23/09/2007
chould diplay all the |1 S Seoirey s
H + Burton, Darvid i
Mailboxes they currently . g Choont, Eluen &2 Buton, David 23/09/2007
have rights to see in Mail 4[] Corbett, Gay &3 Chesnut, Eileen 23/09/2007
Manager. In this examp|e’ + n, E.athering & Corbett, Gay 2340972007
- . +-[_1] Dietician, Whpcs & Dietician, Whpos 23/09/2007
we are going to edit +1 (2 Dacter, Oop &3 Doctar, Dop 23/09/2007
Katherine Cotton’s access [ Duncan, Sandra &3 Duncan, Sandra 23/09/2007
rights so that she no o O Fothering. F3 ~. 00 4 name to 23/09/2007
!onger vie_ws Lindsay Bath display the mailboxes
in her Mail Manager they currently view in
screen. Mail Manager.
nght C“Ck on the mallbox Staff Access ]Actlons] Action Stalus] Mailbox |Valid From
! S E— { | =2 0en Mail
of the person’'s messages Folder It % 3082007

to be removed, i.e.

(2 Bath, Lindsap
(23 Bums, Japne

=@ Unallocated Mail
o Bath. ]

P ay
E@Bumns, Jayne

23/09/2007

+

¥
i + Burton, David

Lindsay Bath, and select ;i 8 Buron bavid G Burton, Do o

Rem ove. +1-[Z0 Corbett, Gay = Chesnut, Eileen crrwor el IF
+-23 Cotton, Katherine S Corbett, Gay 23/09/2007
+1- [ Dietician, Whpcs 53 Dietician, ‘Whpcs 23/09/2007
+ D Doctor, Oop Eg@ Doctor, Oop 2340942007
-

You will be prompted with
the following message: Do
you really want to remove
mail access rights to Mrs
Lyndsay Bath? Select Yes
to remove.

Lyndsay Bath’s messages
will no longer be available
to view by Katherine
Cotton.

[Z3 Duncan, Sandia
[

RN

E@Duncan, Sandra

Do wiou really want bo remove mail access rights ko Mrs Lindsay Bath?

Yes Mo
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Mail Maintenance - Action

e Actions are created and maintained in Control Panel - Mail
Maintenance - Actions. When you first go into Mail Manager
after switching XML Pathology on, you will be prompted
automatically if you would like the Actions used in the previous
Mailbox / Mail Administrator to be converted into Mail Manager.

The contents and display order of the Actions list is maintainable by you in Mail
Maintenance as are the Action Status codes (see page 14) which track the course of
an action.

In Mail Maintenance, you can define actions into two lists: Frequent Actions, where
you can determine the order, and Additional Actions. Actions you no longer need
are placed in Discontinued Actions.

Note that you cannot add actions to GP2GP messages. Until you are
using other XML messages such as pathology, this section is not
relevant.

Initially the most frequently used actions are presented in a list in Mail Manager when
you right click on a message and select Actions. Once on the Add Action screen, you
can select from the full list of Frequent and Additional Actions.

o = -
oMb System System Superyisor - Mail Manager
File Filter Message Wiew Tools Help

o2 @ B 0.4 8 . B & .45 % A B
Back. Farward Refresh  Actions Tick. Allocate Bssian File Print Active Find  ConMar  View
Incoming Mail
Patients | Mo current Patient | Status
Staff Actions |12 actions, ..
T wesk. Al Mail x
F ot @) | A4 Alerts Mo Action Required 07 1
: @ . Dr To Contact Patient
-3 Incoming Mai Allocate. .. X
(] Mutgeing Mai . Inform Mext OF Kin
Pt To Make Appaintment
ASSIN ., Reesulk Ok
Re-Assian, .. Collect Script
Fie Al Repeat Test
!E See My N
4 File Abnormal Make Rout .
—I— Consider Filing Complete Select Actlons to
Edit: filed iter... :
< Pl e seumid  S€l€CE from a list of all
Labor 1 Reaues) poggible Actions
sende  Markas Read ] Dbsery p :
$0UTE  Markas UnRead W ser|
Reciy  Markas Complete "ElZ/folate lavel"

Reque  Message i “Serum vitamin Blz®  Z0C
Date: Please note new normal ¥
Repor  Wiew messages for Patient o "Serum folate" Z.8 ug/l
=ml0C Yiew original

Patient Details

-

DOE: Print... Chrl+P
NHE

Comme  Archiving L5

F7Free T Consultation Manager

1

How messages are actioned from Mail Manager
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To create an action in Control Panel

To add an action which will be available for selection when messages are being
processed:

N,_% ¥ision Control Panel

File ‘Wiew Actions Help

&« .= _ &

Back Forward — Refresh

Frequent Actions

Staff Access  Actions |A§ti0n Statusl

1. In Control Panel - Mail
Maintenance, select
Actions.

I ail Maintenance

Falder Itemns

(23 Discontinued Actions

k} ¥ision Control Panel

File Wiew Actions Help

2. Right click on either
Frequent Actions heading -
or Additional Actions MalMantenarce | | ¢ 5
heading, depending on what pack | Forward | Ceien
kind of action you would
like to add, and SeleCt Add Staff dcoess  Actions IAgtion Statusl
action.

Folder ltems x
a Fre :
- [0 Additional Act Add Action

..[£3 Discontinued | Fatient Specific
Edit: Ackion

[Mowe g
[aye Do

Frequent
Additional
Discontinue

E Action - Add

3. This displays the Action -

#ction Text [Repeat Test
Add screen. |

Default Staff/Group I Murzes ;I

I~

Placein ¢ Frequent Actions

* Additional Actions

Ok I Cancel
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To

Action Text: Type the text No Action Required Repeat test

come suggested action | Peto make oee my notes
gg appointment

messages: Continue treatment
Dr to contact patient Notes to GP
Patient to collect script Set up a recall
Result OK

Schedule a home visit

Review Medication

Phone patient - no further
Add Read code action

Default Staff/Group: This lists all the staff and staff groups. This is optional,
but you can assign this particular action always to be dealt with by a particular
group (eg receptionists) or member of staff (eg, phlebotomist). This saves
having to select an individual or group in the Action By field every time you add
an action (see page 17 for Staff Groups). Note that some practices find it an
advantage to put one member of staff for specific types of messages (eg OOH) in
Default Staff/Group, as assigning the action to a group can lead to everyone
seeing it and no-one dealing with it.

Patient specific: By default, the patient-specific flag is ticked as most actions
involve a patient-related activity, such as Make an appointment. Examples of non
patient-specific actions would be “Not sure which Jones this is, please check” or
“Please check with lab that we’ve received all the results for today”. If a message
has been actioned with a patient specific action, if you try to reallocate the
message to another patient you will be warned that there are actions that have
already been assigned to the patient.

You must also decide if the created action belongs to either Frequent Actions or
Additional Actions, depending on the context from which it was selected.
Frequent Actions are displayed more easily when adding an action.

Select OK % |to save the action.

edit an action

To edit and action:

Find the action in the Frequent Actions

Frequent or Additional
actions folders. Right : :
lick the Folder Items b4 add action
mo_use clic _On (-3 Frequent Actions Fatient Specific
action to edit and select - ([ Additional Actions e

Staff dcocess  Actions IAQtiDn Statusl Text | Default Staft/Group |

Ed it Action. (3 Discontinued Actions @ R
BPCc  Move Down
@ R
E e Frequent
@ M. Additional

Disconkinue
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2. You can now change any x

of the details on the .
action screen. action Text | TEFET s

Drefault Staff/Group I j
Patient Specific v

Place in % Frequent Actions

" Additional Actions

Ok I Cancel

3. Click oK % |+to
save the changes.

Change the list order or Frequent Actions
For frequent actions only, you can change the order they appear for selection. To do
this:

1. In the Actions tab in Control Panel, select the Frequent Actions folder:

Frequent Actions

Staff Access  Actions |g§tion5tatus| Text | Default Staft/Group | Patient-Specific | Display Order | Created/Edited | Edied By |
[ o Action Required Y 1 24/02/2003 DR MCAL...

Folder ltems X

. ({52 Dr T Cantact Patient ¥ 2 03/08/2004 DR ALIS..
::g ;ﬁ:::;f‘::ﬁ::s {632 form Nest OF Kin v 3 03/08/2004 DR ALIS..
[ (1 Discortinued Actions @Pt Ta Make Appaintrent ks 4 24/02/2003 DR MCAL...
5 Fresult OK, N 5 14012007 5YS
A et Seript 1 1012007 55
Click on the 72\ TS 6l of s
Frequent & M HOles i
g bk R outine Appaintrient dlsplay for . 14/01/2007 SYS
Actions Frequent Actions
Folder. is shown here.

2. Right click on the action to be moved and select either Move Up or Move
Down:

T ext | Default Staff/Group | Patient-5 pecific | Dizplay Order |
E Dr To Contact Patient ke 1

(B Infarm Mesxt OF Kin ¥ 2

Action Required

Add Action

@ Pt To Make Appointment Patient: Specific el Mave Up -
(et e Edit Action Move Down to
E Collect Script
@Hepeat Test Move Lip rgarrange the
ESBB My Motes Move Down < display order. of
[P Make Routine Appointment — _ Frequent Actions
Frequent
Additional
Discontinue
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Discontinue an action

Since actions are designed to be searchable in the audit trail, it is not possible to
delete an action. Instead actions can be marked as Discontinued.

To discontinue an action and prevent it appearing in the Action selection list in Mail

Manager:

1. Right mouse click on an action in Frequent Actions, select Discontinue:

Staff Aocess  Actions IAgtion Statusl

Folder lkems

3

\a Frequent Actiohs
[:l additional Actions
[ Discontinued Actions

T et

\CHiok

E D Ta Cort
E Infarm Mext
M Pt To Make
[ Fiesult 0K,

@ Collect Scrij
@ Repeat Tes
E See My Mol

Add Action
Patient Specific
Edit &ction

Maove p
Mowe Down

Frequent
Additional

| Default Staff/Group | Fatienl

=== = - -

The action will now be in the discontinued folder and not available for selection from

Mail Manager.
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Mail Maintenance - Action Status

Action Status relate to the progress of actions and are implemented in a similar way
to action codes. For example, a receptionist might select the action status of “Patient
not available” if she/he was unable to contact the patient. The Action Status is
maintained in Control Panel - Mail Maintenance - Action Status.

There are two folders where Action Status can be recorded:

Initial Status - There is only one action status allowed in here which is
normally Newly Actioned. This action status is given newly actioned
messages by default.

Selectable - The Selectable action status is manually picked by the user
when required as the status of the message changes (e.g. Awaiting Patient
Contact or Completed Action).

Note Some practices might not wish to use the selectable action status
functionality at all.

Create an Action Status
To add an action status:

1. In Control Panel - Mail Maintenance, select the Action Status tab.

File Wiew Actions Help

ail Maintenance & =

Back Forward  Refresh In Control Pane| =
Initial Status Mail Maintenance,
Staff Access | Actions  Action Status | select the Action
Folder Items X Status tab.

2. Right click on Initial Status or Selectable folder and select Add.

File Wiew Actions Help

Mail Maintenance = =

Back Forward  Refresh

Initial Status

Stalf Ac:essl Actions  Action Status |

Folder ltems X

E O r—
Add

[ Sele ” e

(3 Dise ormpletes
Edit:
Initizl Status
Selectable

Mave Up
IMave Down

Discontinue
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3. The Add Action Status screen is displayed.

¥ Action Status - Add

%)

Status Text |.-’-'-.waiting patient responzs]

Completez [

] Cancel

4. Status Text - Type in the wording of the status code. For example, under
Initial Status, a status code of Newly Actioned. Or under Selectable, a status
code of Complete. By default the Completes checkbox is unchecked.

Action Status

Whether completes the action

Deferred No
Called patient - no reply No
In hand No
Awaiting laboratory response No
Completed successfully Yes
Appointment made Yes
Unable to complete No

5. Completes - Each action status can be either outstanding or complete. If the
Completes flag is set on the status code, then the action will automatically be
completed. Note that Completed does not necessarily mean completed
successfully and numerous status codes may mark an action as complete
even though it has not been successfully performed.

6. Click OK.

Edit an Action Status
To edit an Action Status:

1. Right click on an Action Status and select Edit.

Add
Completes
Edit

Initial Skatus
Seleckable

Maowve Up
Iase Do

Disconkinue

2. Amend any of the fields.

Dizplay Order | Text | Completes |
@‘I Complate N
S
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3. d

Discontinue an Action Status

ick OK to save.

x

Status Text

Completes [

Ok

Cancel

To discontinue an action and prevent it appearing in the Action selection list in Mail

Manager:

1. Right mouse click on an action in Frequent Actions.

2. Select Discontinue:

Drizplay Order | Test | Completes |
@:1 Mo dnswer M
% Add
Completes
Edit
To discontinue an Action Initial Status
Status: Right click on the Selectable
Action Status, select "
- R owve Lp
Discontinue
[a e [avn
igronkinue

The action will now be in the discontinued folder and not available for selection from
Mail Manager.

16
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File Maintenance - Staff Groups

What are Staff Groups?

)

Staff Groups

in Mail Manager; for instance, a staff group of Receptionists, or of GPs, or Health

Visitors.

Staff Groups are user-defined groups of practice staff members that can
be selected en masse, for the purposes of copying or actioning messages (Action By)

% Vision Control Panel

_\pew Actions  Help

Mal\Ma.lnlenance & . . E . *ﬂ
File Maintenance Eack Forward  Refresh  Add Config
,i. Mail Groups =
Staff Practice ] Organization 1 Group Name |
Wit Staff Groups ] ‘Gps
ﬂ Folder ltems % ‘HEE\“‘\V\SI[UIS
= Murses
Staff Groups * ﬁ Receptionists
M
Practice
% To access Staff
Organisation GrOUpS. In
Control Panel -
File
. | Forename ‘ Title | Type of Employment ‘ Ruole o}
Maintenance Lindsay Mre Healh Vit
Jayne Mrs Community Murse
select the Staff e o P
Groups tab_ t Eileen Mrs Health Wisitor
Gay Mrs Qther Health Care Pr...
K atherine Mrs Cornmunity Murse
] ‘WwWhpes Me Dietician
Oop i} Commercial D eputisi | |
Sandia trs 142 tine: Practice Nurse
T ] Fay Ms Secretary
’I‘ Gantley Olive Mrs Health Yisitor
’I‘ Green Jeff o Assistant
’l‘ Halton Linda Ms Health Wisitor
’l‘ Hawiking Mary D GF Retainer
Eventlog Viewer ’l‘ Hill Alizon D Partrier
System Status * Hill Gail Mrs Cornmunity Murge
= * Hither Fioha Mre Health Wisitor
Security S o 1 Cemticun bl i
Mail Groups
Practice ] Organization ]
On selection of the Staff S eiBae |
Groups, the tree view F°"g“ems X
shows all the currently = W
2 ps
defined Staff groups at # Burton, David
the root level. Click on g e el
* peside a Group ; gﬂc_a:is}t;mhn
2 th,
heading to show all the % ot Lindsay
members of the group. +- g Health Visitors
+ Murses
= Feceptionists
* Fothering, Fay
& Jatta, Bay
& Kimble, Jane
& Roberts, John
& Smith, Sheila
& Tranter, Tina
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Gps

Practice | Organisation | Surname | Forename | Title | Type of Employment | Role
Staff Staff Groups % Burton D avid Dr Partrier
Falder ltems v I Green Jetf Dr Agsiztant
- Hill alizon Cr Partrer
EFE-I Eﬂrups & Mealister John Dr Partner
= laps
2 . & Smith Alan Dr Full time Partrer
& Burton, David
* Green’JeH f Smith Lindsay Dr Partrer
& Hill, &lizon
& Mcallister, John
w4 Smith, Alan . | -
& Smith, Lindsay If you click on a group's heading, eg GPs,
#- 4§ Health Yisitors Receptionists, in the left-hand tree view, the List View
- fig Nurses in the top lists all active staff members of the group in
= B Fleceptionists

the columns showing Surname, Forename, Title, Type
of Employment and Role. The bottom right pane has a
list of All Staff.

All columns are sortable - click on the column header (eg Surname, Role etc) which
sorts in ascending or descending order.

Note The Staff Groups facility in Control Panel is only available once
the Mail Manager / Mail Maintenance features are switched on. Prior to
that, the Staff Groups tab is hidden.

Create a Group
To create a group:

1. In Control Panel — pERELDEGITITERT

File Maintenance File “iew Actions Help
- Staff Groups,

. M ail Maintenance e
right click on Mail i Mt ST E > @ |
GI‘OUpS at the top lle Maintenance Back, Forward Refresh  Add Edit Sawve  (

of the left-hand tree
view, select Add

Mail Groups

Group: Organisation | Test Requests I Group Name
Ctaff Staff Graups | Practice I ﬁHeceptiDnists
Folder Iterns X|

Add Group
—' To create a staff

group, right click
on the Mail Group
folder, select Add
Group.

2. On the Staff Group - Add screen, the Type of Group defaults to Mail Groups
and is non editable. Type in a suitable Staff Group Description, e.g. GPs,
Health Visitors, All clinical staff except GPs.
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Organisation ] Test Requests ] Group Name
Staff Staff Groups l Practice ] &Heceptionists
1

Folder lterms x
+-=4 Mail Groups
% Staff Group - Add
Type of Group | J
Staff Group Desc. |Doctors
Drefault Clinical Yiew | J
oK | Canecel
|
3. Click OK to save. Organisation | Test Requests ] Group Name
The group will Staff Staff Groups l Practice ] -&Dactars
i

appear under the
Mail Groups folder

Folder Items » ‘& Receptionists

=13 Mail Groups

Doctors
+ Receptionizts

Add person(s) to a Group
Once you have created a Staff Group you can add Staff members:

1. Right click on a group heading, e.g. Nurses, and select Add Staff Member(s)

¢« .2 8 .8 8B 2 0

Back. Forward  Refresh  Add Edit Sawve  Cancel  Audt  Config
Mail Groups

Organization | Test Requests I Group Mame I
Staff Staff Grovps | Practice |

ﬁ Receptionists Add Group
Edit Group

Delete Group

Folder ltems =
F-23 Mail Groups

To add staff to your ————
group -Right click on . add staff Member(s)
Group Name and add al

select Add Staff 0
Members. e

2. From the Select Staff Member window - select the staff name to be added (or
hold down the Control key to select multiple names) - click OK.
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Test Requests I Group Name
ups I Practice I &Gps

= & Receptionists

Select Staff Member x|

Surname | Farename | Title | E mployrnent | Fole | -

i‘ B ath Lirdsay bdrz Health Wisitor

i‘ Burns Jayne Mrz Camrurity Murze |

‘ﬁ‘ Burton David Dr Partrer

# Chesnut Eileen trz Health Wisitor

& Corbett Gay trz Other Health Car...

'ﬁ' Catton K.athering bdrz Comnmurity Murge —

‘ﬁ‘ Diietician ‘Whpcs Mz Dietician I Flals

# Doctor Oop Dr Commercial Dep... ;I Health Yisitor

A& Muncan Sandra s Fractica blirea )
Cormnmunity Murse
Partrer

Cancel -
Health Yisitor
Other Health Care
I i‘ Catton K.atherine Mz Cormnmunity Murse

3. Click OK to save.

Add all staff to a group
To add every member of staff to a group:

1. Right click over the group heading, and select Add All.

Organization | Test Requests

Staff Staff Groups | Practice
Falder Itemns x
ED Mail Groups

iﬁ Add Group

&g F  Edit Group

Delete Group

fdd Staff Memberis)

add all

Remowve Al

2. Click Yes on the following prompt for all staff members to be added to the

selected group.
5

\p add ALL skaff members to skaff group?

It might be an easier option to add all to a group and then remove individual staff
you don’t want in the group. See Remove a person from a group.
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Remove a person from a group
To remove an individual from a group:

1. Click on the Staff Group from Staff Groups in Control Panel - File Maintenance.

2. Right click on a staff name, and select Remove.

Organisation | Test Pequests I Surnarnme | Farename | Title | Tupe of Emplayment
Caff Staff Groups | Practice I i‘ b zallister 1

Johin

Falder ltams =| | & Smith Alan Add Staff Member(s) e
=[] Mail Groups

Gpsz i Wi Staff's Group(s)

- 8 Practice Murzes Select the Mail Group,

right click on person.
Select Remove.

Remove all staff from a group

1. Right click while pointing to the group heading in the left-hand tree view, and
select Remove All.

Gps
Organization I Test Requests I
Staff Staff Groups | Practice I
Folder ltemsz b
Ell:l b ail Groups
ﬁ Add Group
Edit Group

Delete Group
Add Staff Memberis)

fdd Al

Femaove All

2. Click on Yes on the Confirm Remove screen: Remove ALL staff members
from staff group? To remove all.

x

3) Remove ALL skaff members From skaff group?

Yes | Mo I
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3. As this leaves the group empty, you are asked: Staff Group no longer has
any staff members. Delete Staff Group? Answering Yes deletes the group,
but it is perfectly valid to answer No and leave an empty group between
sessions as it may be needed subsequently.

Skaff Graup Gps nao longer has any skaff members,

?)
\‘{/ Delete Staff Group?

Yes |

X

Mo |

Delete a Staff Group
To permanently delete a Staff Group:

1. Right click on a group heading in the
folder.

2. Select Delete Group.

left-hand tree view of the Mail Group

- g Pre

Add staff

& w add Group
Edit Group

Organization | Test Reguests | Surname
Staff Staff Groups Practice I & Martin
Folder Iterms ® # Sm?th
=1 Mail Groups # Smith

Member(s)

fdd Al

Remove All

22
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How do you find what other groups a Staff member belongs to?
To see what groups a staff member belongs to:

1. Right click on a staff name and select View Staff's Groups.
FET

File ‘iew Actions Help

Mail Maintenance & . = . E . H E . iﬂ
File Maintenance Back Forward Refresh  add Edit Save  Camcel  Audit Config
Gps
Organization | Test Requests I Surname I Forename I Title I Tupe UfEM I
Staff Staff Groups | Practice | i‘ Burton David Dr Partner
Folder llems X] * Hill Alizon Dr Partner
-1 Mai Groups ‘ﬁ‘ MCfa"iStEl John Dr : Fartner
El-ﬁ‘ Ems * Sm!lh A.\an Dr Full time Partner
* Burton, David i‘ Smith Lindzay Dr Faitner
& Hil. Alison
& Mcalister, John
& Smith, Alan
& Smith, Lindsay
EE‘Z‘ETLL’E‘L?LZ . Right click on staff
----- Recsption name and select view
Staff's Group(s) to
AlSar see what groups a
Surname | Forename | Title | Type of Employment member Of staff
* Bath Lindsay Mrs
# Bumns Jayne s bE|ongS tO.
+
& Chesrut Eileen Add to Group Health Visitor
F Carbett Gay Add to Current Group Other Health Care Pr...
& Cotton F.athering Remave From al Groups Commurity Murse
* Dietician ‘whpes View Staff's Group(s) Dietician
i‘ Doctor Oop Commercial Deputisi...
# Duncan Sandra s Practice Murse
* Fathering Fay Ms Secretany i
& Gantley Olive Mrs Health Vizitor
* Green Jeff Dr Assistant
i‘ Halton Linda Mz Health Visitar
* Hill Alizon Dr Partner
Eventing Viewer ‘ﬁ‘ Hill Gail rs Comrmurity Murse
* Hither Fiona rz Health “isitar
System Status & Jatta Bary r Practice Murse
Security F Kimble Jane Mrz Secretany -

2. This lists all the groups to which the currently selected staff member belongs.

Health Visitors

Practice | Organisation | | Surname | Forename | Tite | Type of Ernplayment | File
Staff Staff Groups # Bath Lindsay bdrs Health Visitor
Folder Items x ’l‘ Chesnut Eilzen brs Health Vigitor
E‘"D Mail Groups ’I‘ Gantley Olive Mrs Health Visitor
- Gns # Halton Linda Ms Health Visitar
) Health Visitors ’l‘ b artir Amanda brs Practice Murse
-4 Bath, Lindsay
- db Chesnut, Eileen * Yiew Staff Groups
~ 4 Gantley, Olive
* Haltor, Linda bz Olive Gantley has membership to:
~ 4 Martin, Amanda 3
=) -& Murses
# Bums, Japne
-4 Chesnut, Eileen
- d¢ Cotton, Katherine
~ 4 Duncan, Sandra
~ 4 Hil, Gail éﬁloément I Role
-4 Hither, Fiona Health Visitar
I Martin, Amanda Community Murse
Fairter, Ffyan Partrer
-4 Parsons, Pauline Health Visitor
& ) W_hile' finne N Conen T G163 Other Health Care P
& Wi Stella [3 2 Vi Pt
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Remove a staff name from all groups
To remove a member of staff from all groups:

1. Right click on a staff member and select Remove from all groups. Their
name will be removed from all groups.
=l

File View Actions Help

I ail Maintenance & . = . E . @ ] E . *ﬂ
File M aintenance Back. Farward Refresh  Add Edit Save  Cancel  Audb  Config
Oiganisation | Test Requests | Surname | Farename | Title | Type of Employment | Fiale
Staff Staff Groups I Practice | ﬂ‘ Burton David Dr Partner
Folder ltems x| ‘l‘ Hill Aligon Dr Partner
* Meallister John Dr Partner
= D Ml Groups £ Smith Alan Dir Full time: Partrner
= 4l B & Smith Linda D Patt
4 Burton, David ¥ ' arner
- Hill, Alizon
- Mealister, Jokn
- Smith, Alan
Smith, Lindsay
Health Visitars
Practice Nurses
: Reception
All Staff
Sumame I Forename | Title I Type of Employrment | Role -~
# Eath Lindsay tdrs Health isitor
i‘ Burns Jayne rs Cammurity Murse
1 Partrner
& Chesnut Eileen Add to Group Health isitor
# Corbett Gay Add to Current Sroup Other Health Care Pr..
2 Remove From all Groups Community Murse
TO remove a View Staff's Group(s) Elet\c\an. oot
B armmercial Deputisi..
member Of Staff trs Practice Murse
3] Secretany s
f_rom al_l 2lieit gtz ﬁs/v Health Visitor
rlght C|ICk and Dr Assigtant
Se|eCt Remove Es Hesalth Visitor
i Partner
Eventlon Viswer from all GI‘OUPS. rg Cammunity Murse
trs Hesalth Visitor
System Status Mr Practice Murse
Securly I i‘ Kirnble Jane rs Secretary -

The staff member will now not belong to any groups.
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Overview of Mail Manager

Accessing Mail Manager

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

"M ¥ision - Live System i (=] B3]

Modules Login Options  Help

Messaging
Home
Mailbox

Click Pn Messaglng Mail Manager x
- Mail Manager to N e Ceeistration Link
access XML P g 5 T F 3 egistration Links
Pathology "’ ; Mail Administrator
Messages. S Items of Service

GP Communicator

® [
vl s l o n Wi .inps.co.uk

Startup option

There is also a Mail Manager Startup option which can be enabled from the Vision
front menu under Options — Mail Manager Startup. This is a per user setting.
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...
Management

ey
Mailbox Startup TOO'S

“ v Mail Manager Startup
e Control Panel

Status
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.

== Dr David Burton - Mail Manager
File Fiter Msssage View Tools Help
« .= B B _JO 4 S S T I =
Back Forward Refresh  Actions Tick Allocate Read Prink Active Find  ConMgr  Wiew
Patients |  No current Patient / [T [Staws Type | Read [ Date Stalf Patient Action/Subject [ Copy [ From Message Ricference
Stalf Adtions O ¥ (5 Filed Seum  []  09/11/2007 .. Bums, Jayne Facay, Patiicia g No  HO3.Dept of Bioche...
- 1O Parttially filed Citiate []  18/10/2007 .. Burton, David  Facey, Patiicia No  BIOCHEMISTRYISD...
SldEE AN O Partially filed Serum  []  18/10/2007 ... Burton. David  Haddock. Mary Mo Action Required  No  RHUO2.Biochenistr...
* st L [m] Partially filed SERUM []  18/10/2007 ... Burton, David  Peaker, Ethel No  Chemical Pathologyl...
Bl eIV O ¥ (@ Filed Sewm []  18/10/2007 . Haddock, Mary Mo Action Required No  HO3.Dept of Bioche...
B Bath Lnda O ¥ (Filed SERUM []  1B/10/2007 .. Bath, Lindsay  Peake, Ethel b1 To Contact Patient No ~ Chemical Pathologyl...
o & Bums Jame O * (& Filed SERUM []  1B/10/2007 .. Bath, Lindsay  Peake, Ethel W' To Contact Patient No Chemical Pathologyl...
4 Burton, David O v (EFild Livee [0  17/10/2007 ... Bath, Lindsay  Hadzinakou, Mary Mo Action Requied  Action  HO3.Dept of Bioche...
03 Urread O ¥ (G Filed Liver [0 17/10/2007 ... Spstem Supervis... Hadzinakou, Mary  Callect Script Action  HO3.Dept of Bioche...
Chesnut, Eleen O ¥ (Filed Liver [0 17/710/2007 .. Hadzinakou, Mary Mo Action Requied  No  HO3.Dept of Bioche..
Corbelt, Gay O ¥ (& Filed SERUM []  17/10/2007 .. Bath, Lindsay  Peake, Ethel No Action Rlequired Mo CARLISLE HOSPIT...
Cotton, Katherine O ¥ ((3Considered ... SERUM [ 17/10/2007 ... Bath, Lindsay  Peake. Ethel Mo Action Requied Mo Chemical Pathologyl. ..
Dietician, Whpes O ¥ (@Filed SERUM []  17/10/2007 ... Bath, Lindsay  Peasgood. Emest Mo Action Requied Mo Chemical Pathologyl...
Doctor, Oop O i Filed Dischar.. [  14/04/2003 .. Mcallister. John  Zzabbott, Zoe Di To Contact Patient No Keltering General
Duncan, Sandra
Fothering. Fap
Gantley, Olive
Green, Jeft b SERUM
Hallon, Linda Laboratory Report Request. SERUM
Hill, Alison Sender: Chemical Fathology Observations
Hither, Fiona CARLISLE HOSPITAL PATHOLOGY '"Urea and electralytes"
Jatta, Bar Recipient: ARUN-ARBUTT EDWIN 482836 ¥ "Seruu alkaline phospharase® 87 W/ (80 - 30
Ko, Jane R o anne taiaelTT PASL will be filed as: 87 u/L

Martin, Amanda

Burton, David
Chesnut, Elleen

Corbett, Gay

Cotton, Katherine

Distician, Wbpes

Dactor, Oop

Duncan, Sandra

Fathering, Fay

Gantley, Olive

Gieen, Jeff

Haltan, Linda

Hil, &lisan -

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

Date: 18/06/2005 12:30

Report ID: xwl0007a/BEM1ZX.0500091001(EDT | 41 U/L {0 - 500

o "Serum gamma GT lsvel"

Mcaliister, John Order ID: Will be filed as: 41 u/L
Painter, Fipon Patient.: Peagood,Bernie; DOB: 05/03/198%; o "AST serum level" 28 UJL (13 - 44)
Smith, Alan HHS No.: PEAGS0377 Will be filed as: 28 u/L
Smith, Sheila Counents: s0 - 78
?ﬁ:;iﬁ:wsm' System 7 Free Text and Further Information A
White, Anne AQUEOUES II WATERLIMESASTON CROSE ROCKY
LANEEIPFMINGHAMES SRQ
Wilson, Danielle
Winter, Stella
B Outgaing Mail
Unallocated Mail
Bath, Lindsay
Bums, Jayne

Message Details shows details of the highlighted message.
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.

Pathology Hd

26
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Processing New
Results -
Administration

Mail Manager Workflow

Processing New
Results -
Clinician

Allocate result{s) from
the unzllocated
mailbox if necessary

View your unread
results from your
folder in the Staff Tab

Completing
Allocated Actions -
All users

\Z

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

Assign unmatched
result{s) to 2 patient if
asterisked

Vi

Mark 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\

\Z

A4

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

Result(s) can now bhe
Actioned by the
Clinician

The result is copied to

the selected member

of staff who can now

process and complete
the action

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

DD O~DZ2 P

\Z

Select the result, read
and add any necessary
free text

N\

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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Mail Manager Options (Tools)

Please make sure that as a system administrator you review the settings in the
Pathology Tab which are practice wide and that the Message tab (which offer per
user settings) is reviewed by each Mail Manager user.

Message tab
Select the Messaging menu from Vision front menu, then Mail Manager.

Within Mail Manager, from the Tools menu, select Options and customise as
required. These options apply only to the person currently logged on.

P X

= Refresh message folders -
Message | Panhology This brings in and processes
any incoming message.
Decide the frequently. The

MNew messages:

[+ Eefresh message folders every (10 minutes (1-60)

-
YWhen new Incoming messages arrive:
[ Playa Sound Refresh icon Refresh

[ Show an lcon in the System Tray
Y Y refreshes the screen manually
[ Mark message read after displaying for seconds (5 - 60)

[v Process messages when refresh selected

Mark Message Read - if
ticked, then the message will

[ show Incoming Audit Messages A automatically be marked as
[ Show PDS Updates read if the cursor rests on it
DSthSemEleermc Prescriptions v for a number of seconds.
Default completion choice for double clicked messages We strongly advise that
Complete v | [7 the automated Mark

Messages as Read function
is only used by clinicians
and not administrative
staff.

GF2GF:
@ Assign requests to responsible GF 7 Treat requests as unassigned

Ok | Cancel

Filtering messages

We recommend these 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

If you double click on a message, decide whether the next function is either Add an
Action, or Complete the Message. Show Choice, if ticked, allows you to swap your
choice.

28 Vision 3 - Quick Reference to Mail Manager Set Up



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 Abromal BILTemEE i),

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, Display Result on Tab lets

the default is either: you choose what is displayed on

File All - files all result lines in a the tabs for pathology results,

message; or so if ticked, the tab title takes

File Abnormal files only result lines that the first result line

are outside the normal range (in red). (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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How do | archive messages?

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.

Archiving has two functions - to speed up access and clean up displays by
suppressing historical data unlikely to be of relevance.

You are able to archive just the messages which are allocated to you, those you have
rights to or messages for specific users.

Rules for Archiving XML Pathology Messages

The criteria for archiving XML messages is defined on an individual practice basis
based on a set of defaults. These criteria are:

1. The message must be read.

2. Non-GP2GP messages must be at least 30 days old (from date of receipt)
(though you can amend this period, the minimum being 30 days). Archiving
of GP2GP messages varies according to message type and status and the age
of the message

Note - From DLM 290, you are no longer able to bulk archive
pathology messages which have an outstanding action.

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 | Sent or
Complete).

e ETP Messages e PDS Update

e Choose and Messages
Book/E-booking e GP Summary
Messages Messages
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How to archive

Messages are archived from Messaging - Mail Manager. Messages can be removed
from the live database using File - Archive or you can right click on an individual
message and select Archiving.

1. From the Mail Manager screen select File - Archive.

&= Dr David Burton - Mail Manager

ZIW Filker Message  Yiew Tools Help

archive. .. |:| 'i\

. b v T
Ticked ns Tick. Allocat
Find Patient. .. Fa

Wigw Message Window  Chrl4+W _

Maintenance

Exit
Al datesz. 2l ail
& Staff [28)
-1+ Incoming b ai
+- f Unallocated Mail

1o0oooao

2. Select the relevant criteria for archiving:

Nive me

From Date: | ToDate: |09/07/2006 ¥ Incaming [+ Outgaing

[T Archive messages with outstanding actions [ Archive unassigned messages

(% Archive only those messages allocated to me .
5 g + Archive all message types

7 Archive all meszages boowhich | have rights

. . ™ Archi Iy the Followi b
7 Archive meszages alocated to the Fallowing people IWEHIR S ETL A= L T (=SSR s

|

Fad

W

|

Anchive ‘ Cancel ‘

e« From Date / To Date - You can select the date from which
archiving should start and the range it covers.

¢ Incoming - By default, both incoming and outgoing messages will
be archived. Unchecking the Incoming box prevents incoming
messages from being archived. We suggest you leave this checked.

¢ Outgoing - By default, this box is checked. Unchecking the
Outgoing box prevents Outgoing messages from being archived.
We suggest you leave this checked.

e Archive messages with outstanding actions - By default, this
is unchecked, which means that messages with outstanding actions
will not be archived. Checking the box allows messages with
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outstanding actions to be archived as well as those without
outstanding actions.

¢ Archive unassighed messages - By default, a message will not
be archived unless it has been assigned to a patient. By default
the box is unchecked. If checked, unassigned messages will be
archived as well as assigned messages.

¢ Archive only those messages allocated to me - By default,
only those messages allocated to the current user will be archived.

e Archive all messages to which I have rights - Checking this
will allow all messages to which the user has rights (those
appearing on the Staff tab) to be archived.

¢ Archive messages allocated to the following people - If this is
checked, then the multiselect list box below is enabled. The list is
mailboxes that you have rights to view.

e Archive only the following message types: If this is checked,
then you can select from the list. Use Control-click to make
multiple selections

3. Click Archive to start the archiving process.

Viewing Previously Archived Messages

Archived messages may be retrieved at any time:

Select View - Archive View.

Filter: Date Range

Leave "From Date'’ blank for dates

Erom Diate:
LEpiEmn (Ll priar ta [and including] the "'Ta Date”

Leave "Ta Date” Blank for dates up
to [and inchuding] the "From Date"’

k. | Clear ‘ Cancel |

ToDate:

2. At the Filter: Date Range screen, decide what From and To dates to enter, if

any. Leave the From Date blank for dates prior to (and including) the To Date.
The From Date defaults to today's date. Similarly, leave the To Date blank for
dates up to (and including) the From Date.

On selecting OK the archived messages will appear on the Mail Manager
screen. You will be able to see that you are in the Archive View as it will state
Archive View in red text at the bottom of the screen.

From: 22/09/2007. &l b ail Archive Wiew
e =

Note To exit the Archive View, re-select View-Archive and you will be
taken back to your current Mail Manager screen.
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