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Scottish Cervical Call-Recall
System (SCCRS)

Background

The national Scottish Cervical Call Recall system (SCCRS) application has been rolled
out to practices since December 2006 in the form of a stand alone web-based
application. The main objective of the SCCRS Application is to deliver a standard
national system to ensure delivery of the same cervical screening service to all
women in Scotland irrespective of their location.

The national SCCRS application currently provides the following service:

¢ Via the SCCRS web interface - the system supports the user in
registering that a smear has been taken.

¢ Via the SCCRS web interface - the system presents the results of
any previously submitted smears to the labs. In addition to the
associated result, the system also presents the recommended
action that will be required. The actions are determined within the
system as pre defined rules.

DLM 280 brings the functionality to Vision that allows integration between the
national SCCRS system and General Practice application.

What's New in DLM 280

From DLM 280, the Scottish Cervical Call Recall System (SCCRS) can send electronic
smear results, exclusions and recalls direct to Vision via Mail Manager. These
messages can be subsequently filed to the patient record.

Exclusions cover women excluded from cytology recall, including those who are
pregnant, co-morbid, not clinically appropriate, terminally ill, anatomically
impossible, have no cervix, no further recall, suspended, defaulter or transferred out.

The SCCRS-GP integration with Vision will not replace the current administrative
functions of the web-based SCCRS system, such as recording a smear or managing
call-recall lists etc. It will allow the Vision system to contain all relevant SCCRS
information, ensuring a more complete patient record.
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To accommodate this new functionality, some enhancements have been made to the
existing recall system and a new Data Entry Caution SDA has been created:

o &) Recall Add - Recalls now have a Recall Status field where
recalls can have a status of either Outstanding, Complete or
Cancelled. Recalls can be viewed by status from the Navigation
Pane Recall filter. New recalls have a default status of outstanding

e There is a new automatic warning facility in Consultation Manager
which prompts you if there are any Outstanding Recalls with the
same Structured Data Area (SDA) as the data you are currently
trying to enter.

¢ Data Entry Cautions - Which contain smear exclusion reasons
and dates and prompt on data entry.

There are currently no requirements for the GP system to send
messages to update the central recall system with details of smears
taken. It is likely that the central system is unable to process
incoming messages of this type.

SCCRS-GP Message Process

The journey of incoming messages from SCCRS into Vision is as follows:

Record Smear Taken to web- The smear Thesg'lsgvr::fsf:;ethe Messages can now
based SCCRS and to the result/exclusion/recall (result/recall/exclusion) be processed in
. s message is updated on . L P
patient record in Vision is sent to Vision via Mail Manager

the SCCRS network .
elinks

e Smear Taken is recorded on the SCCRS web interface (which you
should currently be using) and on the patient record in
Consultation Manager from Add-Cytology.

e Results are initially received in the SCCRS web interface. The
SCCRS messages (Smear Results, Recall Date Changes and
Exclusions), are sent to Vision via eLinks the day after they have
been received by SCCRS.

e From Vision, SCCRS messages are processed in Mail Manager and
can be actioned, filed in the patient record and completed.
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What this guide covers

This user guide is aimed at both clinicians and administrative staff for assistance in
the management of SCCRS-GP incoming messages within Mail Manager.

If you have not used Mail Manager before, a System Administrator should configure
the following set-up options in Control Panel:

Staff Access

Actions
Action Status

Staff Groups

Full Setup instructions for Mail Manager can be found in the Quick Reference to Mail
Manager for System Administrators User Guide or in the on-screen help within the
Mail Manager module. Mail Manager User Guides include:

On-screen help within the Mail Manager module.

Quick Reference to Mail Manager for System Administrators
(pdf format);

Quick Reference to Mail Manager for Administrative Staff
(pdf format);

Quick Reference to Mail Manager for Clinical Staff (pdf
format);

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.

Refer also to the section Quick Reference to Mail Manager functions on page 38.

For more detailed information about recall enhancements, please see the DLM 280
user guide which can be downloaded from the INPS website www.inps.co.uk.

Vision 3 - SCCRS-GP User Guide


http://www.inps.co.uk/
http://www.inps.co.uk/

Switching On

You can start to receive SCCRS messages in Mail Manager upon receipt of DLM 280
and once the central eLinks team switches it on. This is providing your Vision system
has Mail Manager enabled and has been configured with the eLinks messaging
functionality. Please contact your health board for further information about your

eLinks configuration.

When you are initially enabled to receive SCCRS messages, we recommend that you
regularly monitor and compare information in both SCCRS and Vision. This is to

make sure all data in SCCRS is being received correctly.

In Mail Manager, make sure you have ticked the box against SCCRS in Tools -
Options - Autofiling, so that messages are filed automatically into patient records.

Options

Ticked meszage types will be autafiled:

[ sCers
[ 5C Diabetes Collaboration

]9

Cancel

What is eLinks?

elLinks is the Scottish National web-based tool which manages the transmission and
receipt of messages between national and primary care IT systems. You will need to
have eLinks setup in order to receive SCCRS messages.

Vision 3 - SCCRS-GP User Guide



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 L =10 x|

Modules Login  Options  Help

Click on Messaging

Messaging — Home

Mail Manager Mailbox

?C?Iggss Mail Manager L3

Messages. Reporting ,, “ " Registration Links
Mail Administrator

Items of Service

GP Communicator

www.inps.co.uk

Startup option

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

'V Vision - Live System
Modules Login [/ Help

Setup...
v Use Advanced Printing Ma nagement

B
" v Mailbox Startup Tools
o v Mail Manager Startup
- Control Panel
Status

Security
.
Reportingj, Fimesss _ Audit Report

Event Log

[ L
v. s I ° n WWW.inps.co.uk

Switching on automatic Mailbox start-up

Vision 3 - SCCRS-GP User Guide



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 %ﬂ%ﬂtﬁ?;&ﬁ:ﬁ;”%mhe
side can be expanded by clicking on currently selected messagey

and collapsed by clicking on = depending on what staff or patient
Here you see your own mail, and any is highlighted on the Folder List.
mail to which you have access rights. The Read column is ticked if the
There are ways to view messages on message is Marked as Read.

four tabs: Staff (messages by staff), Right clicking on a message line
Actions (messages with actions), gives several options.

Patients (messages by patient name), All columns are sortable by clicking
Current (selected) Patient. on the column header.

< Mr System Supervisor - Mail Manager

oL B Of. & . .G .5 4 H
Back Forward Refresh  Actions Tick] Allocate Read Print Active Find ConMgr  View
Incoming Mail
Stalf } Actions | Patisnts | No curent Patient | / [ 1 [stas Type | Read [ Date Staff Patient Action/Subject [Copy [ Fiom ~
TS fi[=] 3 Filed SCCRS Result O]  28/05/2008 1517 Satum, Carol | Johnson. Vera No  SCCRS
gt O Available for filing SCCRS Result O 28/05/2008 1517 “Taylor. Alison Mo  SCCRS  —
i % ; toft | ]M ; O Available for filing SCCRS Recall Date... [ 28/05/2008 14:43 Satum, Carol | =Boot, Boo Mo  SCCRS
= “°°G"”'Lﬁ“m:'te M O Filed SCCRS Exclusion ]  28/05/2008 14:43 Saturn. Carol Boyle, Amanda No SCCRS
o 3 Doctor Assscinte O Available for filing SCCRS Result O 28/05/2008 14:43 “Eye, Pop Mo  SCCRS
o & Dot Lo O Available for filing SCCRS Result [  28/05/2008 14:43 Satumn, Carol | “Woman, Cat Mo  SCCRS
o & Cath. Mel O Ready for Action SCI Diabetes Collab... []  07/05/2008 13:58 Satum, Carol | *Brenda, Smith Mo  SCI-DC
o & Gn Troinee O Ready for Action SCI Diabetes Collab... []  07/05/2008 13:57 Satumn, Carol | *Brenda, Smith No  sCIDC
< 4 Jupiter, Sarsh O &) Available for filing SCI Diabetes Collab... []  07/05/2008 13:55 *Brenda, Smith No  sCIDC
& Mars, Jane O Auto filing requested  SCI Diabotes Collab... (] 01/05/2008 15:36 Satum, Carol | *Greame, Mcintosh No  sCIDC
+- & Neptune, Michael O Auto filing requested  SCI Diabetes Collab... []  01/05/2008 15:36 Satum, Carol W “Brian, Smith No  sCIDC
& Murse, Practice O Auto filing requested  SCI Diabetes Collab... []  01/05/2008 15:36 Satum, Caral  “Fiona, Jones No  sCIDC
+ % Presoriber, Hurse O Auto filing requested  SCI Diabetes Collab... (] 01/05/2008 15:36 Satum. Carol  *Phil. Jones No  sCIDC
+ % Receptionst, Jane O Auta fiing requested 5CI Diabetes Collaboration O1/05/200815:3  Satum, Carol Jones, Lilan No  sOOC
@ & Saun Cacl O Auto filing requested  SCI Diabetes Collab... []  01/05/2008 15:32 Satum, Carol  ~Jones, Lilian Ho  sCI-DC
“- & System Supervisor [ ¥ {Z) Available for filing Serum [ 01/05/2008 11:43 “Haddock, Mary Ho  HO3.Deptof
+ & Venus, Fiona = =
= (22 Dutgoing Mail & L]
“ & Unallocated Mail
=+ Doctor, Associate ~
= Dactor, Locum Warning - the message indicates that patient is not registered at this practice
: E‘:"I%"::LE electronic Hotification of Cervical Cytology Results Service
+ Jupiter, Sarah Hew Result
= Mars. Jane
+ 4 Meptune, Michasl
5 Nurse, Practice CHI Humber 0707805023
+ Presciiber, Murse Name Johnson, Valerie
* getcap“g'“‘s“*”"e Date Of Birth 077071 1880
e atum, Carol
= System Supervisor GMC Code of Registered GP 1020304
+ “erus, Fiona Practice Code ‘ ‘ N30008
Smear Taker eNNCRS Test GP 01
Reporting Location Lab for eNCCRS Testing
SCCRSID
Laboratory ID.
Smear Taken Date
Result
Report Comments 0
Recommended Management
Recall Date: b
SCCRS Smeat Fresult | Actions | Header [ Audt |
Alldates, AllMail NUM

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

Abnormal results are shown in red.

Right clicking on the message line gives several options.
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SCCRS Messages

There are three types of SCCRS Messages:
e SCCRS Results which contain the Smear result and recall.
e SCCRS Recall Date Changes which replaces existing recalls.

e SCCRS Exclusion messages which contain the date period and
reason for exclusion.

&= Mn System Supervisor - Mail Manager

Fil= Filker Message WYiew Tools Help
@ .= B B\ 0O, 4 . . B R L =
Back Forward — Refresh  Actions Tick Allocate Assign File Read Print: Active Find  ConMagr  View
Incoming Mail
Staff |Acti0ns| Patientsl Mo current Patienll I I I Status Ll ] I Date I Staff
Al dates. Al Mai x] O =l JB“l'ai|ahle for Iiling SCCRS Exclusion 1 § 01/05/2008 09:56
______ & Staffg) O Available for filing SCCRS Exclusion [} 01/05/2008 09:56 5atumn, Carol
EI & [l O Available for filing SCCRS Recall Date Change O 0170542008 09:56 Satuin, Carol
- Unag\located Wil O Available for filing 5CCRS Recall Date Change O 0140542008 09:56 Saturn, Carol
-4 Doctor, Associale O Available for filing SCCRS Result O 01/05/2008 09:57 Satumn, Carol
- Docm,: Locum O Available for filing SCCRS Result O 0170572008 09:57 Satumn, Carol

Three types of SCCRS message in Mail Manager

The SCCRS Result Message

The SCCRS result message is formatted according to the requirements of the
Scottish Executive.

2 Dr David Keighley - Mail Manager -18] x|
Fle Fiter Message View Tools Help

& 2 @ =

- O A . F B 9.8 .~ 4 A B

Back. Forward Refresh  Actions Tick Allocate Assign. File Read Print. Active Find  ConMar  View
Dog, Dill 19/09/1980
Staif I fctns | Status Type Fiead [ Date Staf Paliert Action/Subject Copy | Fro
Patints | No curent Patiert | £ i Filod SCCRS Result [N 26/02/2003 10:52 Keighley. David Do, Dill No  SC{
Alldates. Al Mal x
4 Patients (Incoming 1. Dutgaing 01
(3 Incaning Mail
Boo. Boo 13/04/1957
Brush, Basl 15/05/1955
Copote, Wi 24/09/1981 ol | »
Custard, Rhubarb 07/07/1980
Dog, Dl 19/03/1380
Darkey, Epare 12121962 B
Doo, $cooby 04/03/1980 electronic Hotification of Cervical Cytology Results Service
Dougal, Florence 01/01/1970 Hew Result
Egghead, Caimero 12/12/1949
Lion, Parsiey 11/08/1 964
Mouse, Mighty 08/08/1350 CHI humber 1903805008
Mouse, binnie 01/01/1960 e e
Mog, Nogin 02/05/1353 .
Panther, Pink 031211978 flat= Of Hirth 19/03i1350
Spits. Banana D8/11/1965 GMC Code of Registered GP 1234567
woman, Cat 30411/1962 R Y
(23 Outgoing Mail
Smear Taker Julie Kirkland 2133
Reporting Location Orkney Preview Lab
SCCRS ID
Laboratory ID
Smear Taken Date
Result
Report Comments
Recommended Management
Recall Date:
SOCAS Smear Result [ Actions | Header | Audt |

[ A1l dates. Al Mail [CAPs [NOmM

Mail Manager SCCRS Result Message
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The Result message contains:
e Patient details (CHI Name, D.O.B)
e GMC Code of Registered GP and the Practice National Code
e Details of who took the smear and where it was taken
e Unique SCCRS ID and Laboratory ID numbers
e Date the smear was taken

e The smear result along with the relevant Read code and any
comments, eg Unsatisfactory (4K21.)

e Report comments including infection details, eg Infection present:
ALOs, TV, Fungal, HPV, Herpes. Needs to see a doctor as soon as
possible and get a course of antibiotics

¢ Recommended Management and Recall Data - the next recall date
and recommended management. eg 3 months. The recall is filed to
the patient record as a separate entity.

SCCRS Recalls within Result message

SCCRS smear recalls are contained within the SCCRS result (see SCCRS Recalls page
25 for details):

[

Vrarning - the message indicates that patient is not registered at this practice

electronic Notification of Cervical Cytology Results Service
Hew Result

CHI Number 0707805023

Name Johnsen, Valerie

Date Of Birth 07/ 07/ 1980

GMC Code of Registered GP 1020204

Practice Code N30008

Smear Taker eNNCRS Test GP 01
Reporting Location Lab for eNCCRS Testing

SCCRS ID

Laboratory ID
Smear Taken Date

Result

——

Report Comments
Recommended Management
Recall Date

€

SCCRS Smear Resul | Actions | Header | Audit |

SCCRS Result message showing the standard recall
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If the recall date is before the setup date

If you receive SCCRS Result messages with recall dates set before the recall setup
date, they will not automatically file in Mail Manager:

2 Filed SCCAS Aesult 15/05/2003 14:22 Keighlep. David  Woman, Cat
&) Filineg failed SCCARS Rezult 15/05/2009 14:22 Keighley, David  Joker, The
Filing failed SCCAS Aesult 15/05/2003 14:21 Broome, N Custard, Ahubarb
lnvg
&) Filing lailed SCCAS Result 15/05/2009 14:21 Keighley, David  Pig, Podky
(23 Filed SCCAS Aesult 15/05/2003 14:21 Keighley. David  Stitch. Lilo

Filing Failed due to recall date before set update.

If you encounter this, you need to:
1. Manually file each message by clicking on the message and selecting File All.

2. You are presented with the following message: The recall date cannot be
before the set up date.

date.

"'-nq The recall date cannct be before the zet up Ml
L

3. Click OK to this message. You are now given the opportunity to edit the recall
entry for this patient. Change the recall date as required (setting the recall
date to no earlier than the set-up date or by setting the set-up date to no
later than the recall date)and click OK

Recall - Add |
Set Up Date: Clinician Setting Recall:
[15 May 2009 [Dr David Keighley =l
Recall Status:
I Outstanding j

Fead Term for Recall Trigger:

Cahcel

EE25..00 Cervical neo | @l
Recall Date: Clinician to Action Recall ok |
[07 March 2003 Dr David Keeighley =l

Read Temm for Recall Reagon:

|4K21 .00 Cervical smearinadequate spec

4. The message is now filed to the patient record.

Vision 3 - SCCRS-GP User Guide 9



SCCRS Recall Date Change message

As well as the SCCRS Recall message which is sent as part of the smear result and
files as a separate entity on the patient record (see Viewing SCCRS Recalls in
Consultation Manager on page 26), there is also an SCCRS Recall Date Change
message which is sent as an individual SCCRS message and updates existing recalls
in the patient record with a replacement time period or reason.

Read | Date * Staff

- ATAOTE : - 0 ooTOT —Caro
O vailable for filing SCCRS Result O 0170572008 09:57 Saturn. Carol

O vailable for filing SCCRS Recall Date Change [ 01/05/2008 09:56 Saturn, Carol
O vailable for filing SCCRS Recall Date Change [ 01/05/2008 09:56 Saturn. Carol K
Z —— 'Tuu e | o nrmmmennmmrm o " i -

A
YWarning - the message indicates that patient is not registered at this practice

electronic Notification of Cervical Cytology Results Service

Call Date Change

CHI Number

Hame

Date Of Birth

GMC Code of Registered GP
Practice Code

Hext Recall Date
Reason for Call Date Change

Recal Date I.t’-‘-.ctionsl Headerl Audit I

Mail Manager SCCRS message on the Recall Date Tab

Both the Recall message and the Recall Date Change message are filed into
Consultation manager as Recall entries (see SCCRS Recall Date Change Message
page 29 for details). To differentiate between Recall Date changes, you can look at
the recall audit trail.
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The SCCRS Exclusion Message

SCCRS sends exclusion messages for patients whom it is deemed inappropriate to
call for cervical cytology screening.

Reasons for Exclusion : women excluded from cytology recall, including those who
are pregnant, co-morbid, not clinically appropriate, terminally ill, anatomically
impossible, have no cervix, no further recall, suspended, defaulter or transferred out.

I I I Status I Type / Fead | Date Statf Patignt @I
] e SCLHS ERCT " » B
O iled SCCRS Exclusion 04/06/2008 09:43  “enus, Fiona Pickard, Emily ]
|:| iled SCCRS Exclusion 04/06/2008 09:49  “enus, Fiona Cane, Julie
] = ion 0 49 Wenuz, Fioha
L | ] L
-
VWarning - the message indicates that patient is not registered at this practice B
electronic Notification of Cervical Cytology Results Service
CHI Humber 08088051268
Hame ORWELL, EMILY
Date OF Birth 08/ 08/ 1580
GMC Code of Registered GP 2233445 .
Practice Code N30005 §
Exclusion Reason
Exclusion Date
Exclusion End Date
Extended
Closed
Hext Recall Date —
o
Excluzion I Actions I Header I Audit I

SCCRS Exclusion Message in Mail Manager

Depending on whether the reason for exclusion is Defaulter or another reason, alerts
and data entry cautions are generated.

For further details, see The SCCRS Exclusion Message page 31.

Vision 3 - SCCRS-GP User Guide 11



Managing SCCRS Messages in Mail Manager

SCCRS Messages are automatically imported to Mail Manager and are managed in

the same way as other XML Messages. Therefore, you should ensure that messages
are managed as follows:

Each message type should be processed in Mail Manager according to the following:

Processing New
SCCRS Messages -
Administration

Allocate messages(s)
from the unallocated
mailbox if necessary

N\

Assign unmatched
message(s) to a patient
if asterisked *

Processing New
SCCRS Messages -
Clinician

View your unread
message(s) from your
folder in the Staff Tab

NI

Mark the message(s) as
Read

Check that
message(s)are Filed or
are Considered as Filing

Complete

Action
MWessagels)
and add any

necessaryfree

OR the clinician
can action and
complete the

N\

The message(s) can
now be actioned by
the Clinician

text

5

message(s)
simultaneoushy

The message(s) is
copied to the selected
member of staff who
can now process and
complete the action.

12
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Follow the 6-steps to processing a Mail Manager message

Processing messages

Carried out by

For further
details, see

1. Assigned to a patient If unassigned - see page 14
Administrative staff

2. Allocated to the If unallocated - see page 14

relevant member of staff Administrative staff

3. Filed/Consider filing We advise Autofiling which See page 53

complete

is automatic

If Manual filing, admin staff

4. Marked as Read Clinician see page 17
5. Actioned (optional for Clinician see page 17
recalls and exclusions)

6. Completed Clinician or Admin see page 19

For SCCRS messages, you can follow the 6-step plan but you may want to action and
complete the exclusion and recall date change messages in one step:

Mail Manager | Allocate Assign File Mark as Action Complete
Process —» Read
Message Type
SCCRS Result | Automatic Automatic Optionally Should be | Should Should be
(containing unless unless Automatic Marked as | be Completed
Recall) unmatched | unmatched | or Manual Read actioned
SCCRS Automatic Automatic Only Should be | Can be actioned and
Exclusion unless unless Defaulter Marked as | completed at the same
unmatched | unmatched | exclusion Read time if there is no
messages further action to be
will taken i.e. Action
automatical =exclusion no action
ly file required
SCCRS Recall Automatic Automatic Optionally Should be | Can be actioned and
Date Change unless unless Automatic Marked as | completed at the same
unmatched | unmatched | or Manual Read time if there is no

further action to be
taken i.e. Action =
recall date change no
action required

Vision 3 - SCCRS-GP User Guide
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Processing SCCRS Messages - Administration

Regardless of the SCCRS message type, whether it be a result, recall or exclusion,
you must ensure that the following administrative processes are carried out for each
message within Mail Manager.

It is normally the role of the administrative staff to make sure messages are:
1. Allocated to Clinicians
2. Assigned to Patients

3. Filed to Patient Records where necessary
These functions are illustrated below and in more detail in the section Admin Staff -
allocate, assign and file from page 38.

Once you have selected a message, most of the functions are carried out from the
right click menu:

Actions L4
Alerts »
fllozate, .,
Re-allocate. .,
Right Click ASEIEN, ..
Menu Re-Assign. ..
File All
File &bnarmal
Items Consider Filing Complete
highlighted in 16 RilE I
red are basic Delete filed item. . .
administration
functions. Mark as Read

Mark as Unfead
MMark as Complete

Message g

Wiew messages For Patient
Wiew ariginal
Patient Details

Prink. .. Ckrl+F

Arehiving 2

Consultation Manager

14 Vision 3 - SCCRS-GP User Guide



1. Allocate the message to a user if necessary

SCCRS messages are automatically allocated to the patient’s usual GP in Vision.
Unallocated Mail is listed under the Unallocated Mail folder in the left-hand Folder
List. The result is unallocated because it has not been successfully matched to a GP
mailbox in your practice.

Right click on the message, select Allocate and select the correct
GP or nurse. Click OK.

You can also re-allocate messages to another clinician if required. To do this, right
click and select re-allocate and select the required staff member.

2. Assign the message to a patient if asterisked

Unassigned SCCRS messages that do not match to a patient in your practice list have

an asterisk by their name, for example: Jones. Pat Messages are matched by CHI

number and Patient Surname.

To manually assign, right click on the result, select Assign and select
the correct patient.

You will also see a yellow banner within the message which warns if the
patient is not registered at the practice.

Varning - the message indicates that patient is not registered at this practice

If you assign the message to a male patient by mistake, the following
banner is displayed and you are prevented from filing the message:

You are also able to re-assign the message to another patient as long as
the SCCRS message has not been filed on the patient record.

If you are unable to assign the message to a patient (i.e. if they are
not registered at your practice) you can delete the message. Right
click, select Message-Delete.

3. File or mark as filing complete

If you have not enabled Autofiling (see Autofiling SCCRS Messages on page 53) or
the SCCRS message has not been initially assigned to a patient, you can manually
file the message on the patient record.

e Either completely file the result by right clicking on the result and
selecting File All;

e Orif no filing is required, mark the result as Consider Filing
Complete;

e Or you can file several messages at the same time by selecting each
message, click on the arrow in the File icon, select Ticked-File All.
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e Mr System Supervisor - Mail Manager

File Fiter Message ‘Wiew Toaols Help

. @ B\ 0. 4% . % . =
Back Forward  Refresh  Actions Tick Allocate Aszign Print Ackive Fir
. 2 Ticked File Al
InCOmlng Mall File: abnarmal
Staff ]Actions] Patients] NocunentF‘atient] | | |Sl‘3t“S Consider Filing Complete
y —
Al Asbae Al sil ¥ Filed SCCHS Besult |

Filing several messages at the same time

Note With regards to exclusion messages, only those with defaulter as
the reason are automatically filed on the patient record. Defaulter
exclusion messages are messages that contain the Read code 908S.
Cervical Smear Defaulter. It is up to the practice to decipher on a
per patient basis which other exclusion messages should be manually
filed on the patient record.

16
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Processing SCCRS Messages - Clinician

It is normally the role of the clinical staff to make sure messages are:
e Viewed
e Marked as Read
e Actioned

These functions are illustrated below and in more detail in the section Clinician -
View, Mark as Read, Action from page 47.

Clinicians can mark each message as read and allocate an action for another member
of staff to carry out. Alternatively, as you might only want to add actions to SCCRS
results, you can also action and mark the message as complete in one step.

Note whilst you are able to complete the message without adding an
action, for audit purposes this is not recommended.

»

Alerts b
fllozate, .,
Right Click Fe-allocate. .
blens et [ p
Re-Assign..,
File All
Items _

i i ; File &bnarmal
highlighted in sl
blue are clinical onsider Filing Complete

Edit filed ke, ..

Delete filed item, ..

Mark as Read

MMark as Complete

Message g

Wiew messages For Patient
Wiew ariginal
Patient Details

Prinkt. .. Zkr[+P

archiving b

Consultation Manager

1. Mark the message as read.

a. Once you have viewed the message, right click and select Mark as
Read. Alternatively click the Read box:
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Type
SCCHRS Result

Read

2. You can jump to the patient record if required:
Right click on the result and select Consultation Manager from the
menu or select the result and click the ConMgr icon to be taken to the
selected patient in Consultation Manager:
@vESeIectthe £ % . B . 9.5 VRN 3 A
Back Far message then Allocate Assign File: Read Print Active  Findf  ConMar | View
[yieeiiel click the ConMgr
Staff ]Actio icon to 90 to the | | Status Type | Read | D ate | Staff
i iled SCCRS Result O 01/05/2008 09:57 Prezcriber. Nurse
Al diteif""ﬂa patient record Filed SCCRS Resul 01/05/2008 0357 Satumn, Caral
3. Then add an action(s) OR action and complete together:

a. To add one or more actions, right click on the message, select Actions
and pick the required action.

Fead | Date Patient
(1115
Actions...
il: Alerts 4 Acceptable For Patient B
:l: Make Gp Appointment Mon-Urgent 4
it Make ap Appointment - Urgent Py
il: Re-Allacate. . Make Murse Appaintment Ar
' Repeat Test a
i «a

b. Orif no further action is required, select a relevant action i.e. no action
required, and tick Mark as Complete box from the action window.

X

Add Action

Contact details:
Patient: Johnzon, Yera
Address: 43 Cochrane Close, Rowner, Leeds, 233 327

Contact
Mumbers:

Add:

Actian by

Status

Set by:
Diate:

Code:
Text:

o]

kr System Supervisor

0106/2008

10/06/2008

J Patient specific; [

Acceptable For Patient

: | Prescriber, Murse

j Confidentia |

£ | Mewly Actioned

Cancel |

jl Complete: v I

For audit purposes, we recommend that you always add an action to
an SCCRS Result, even if you immediately complete it.

Note SCCRS messages cannot be archived without a completed
status. See Archiving on Page 55.

18
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Completing Actions — All Staff

Finding and Completing Actions directed at me or my Staff Group

In Mail Manager, if you switch to the Actions tab in the left-hand pane, this displays
the incoming messages with an outstanding action directed at you as the current
user or to a group to which you belong, e.g. reception, admin etc. It does not
display all messages 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

ol

2. Select Incoming Mail to see all
actions allocated to you and any Patots | Noowet Patort |
groups to which you belong. Select Stalt Actions
your name or the required group
name to see actions assigned
specifically to yourself or a group.

x

=13 Incoming Mail
& Burton, David

.ﬁx Doctors

3. The messages for you and/or your groups are displayed.

| | | Status ‘ Type | Read | Date ‘ Staff ‘ Patient | Action/S ubject | Copy | From '\
O (3 Filed 5CCRS Result O 01/05/2008 09:57 Prescriber, Nurse ‘Wombwell, Caroline  Acceptable Pati... Action SCCRS
O (3 Filed SCCRS Result 01/05/2008 0357 Satum, Caral ‘whombwel, Caroline Accegatfe For Patient  No 5CCRS
O (3] Filed SCCRS Result O 28/05/2008 15:17 Saturn, Carol Johnson, Yera No SCCRS

To sort and group the messages
by action click on the
Action/Subject heading.

4. Select the relevant message, check for any free text that may have been added.

w

Click on the Actions tab in the message pane. This will display all the actions
added to the selected message.
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6.

Add New Action...

Contact
Patient

Cr—
I~ edit Doctors No Dr David Burton 211172007
Action
Required
I~ edit Receptionists Result | Dr David Burton 21/11/2007
Ok
™ edit Dr A Brown Dr To Dr David Burton 211172007

Pathology Actions | Header | Audi

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

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

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

Complete
di

3

Mail Manager
9

fes | Mo I

x|

‘L..() Please confirm you wish ko complete the selected action

Mezzage haz been deleted

Note You cannot apply date filters to the Actions view.

20
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Completing Actions from 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. In Consultation Manager select the required patient and click on View Mail for
Patient = icon.

I I

PeF

onzultations ¥ Joumnal | Filtered Listl Surmmary.

1.3 mmolfL ;

View Mail for Patient in Consultation Manager

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

be displayed.
B Current Mail; CAROLINE WOMBWELL X
A F.| R| Feceived Subject Action Action Fequested Action Completed Staff From
01,/068/2008 SCCRS Result Acceptable For Patient  Miss Murse Prescriber Carol Satum SCCRS
< Ed
Filter All Unarchived | Unread | Fed | Outstanding Actions Cofnpleted Actions | Archived | Unfiled |
| s
i | Exit |

Outstanding Actions in View Mail for Patient

3. Click on the appropriate message. Before completing it is advisable to select
View Result so you are able to see any free text which has been added by the
clinician. After this, select Complete Action. The action is completed and the
result is removed from the Outstanding Actions view.

B Current Mail: CAROLINE WOMBWELL

Al PR Roceived | Subiect [ action [ Aclion Flequested | Action Completed Staf
SI C atu

o ult ble For Patient Dir Carol Saturn

<

Filter All Unarchived | Unread | Read | Outstanding Actions Completed Actions | Archived | Unfiled |
I Complete Action || Wiew Fesult | I E it |

Compete Action/View Result from View Mail for Patient
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4. The newly completed action can now be viewed from the Completed Actions
tab.

e If there are multiple actions for a single message, they will list as
separate entities in View Mail for Patient and will need to be
completed individually.

e Clicking on the Complete Action button will complete any action on
the currently highlighted message; 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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SCCRS message in Consultation Manager

Cytology SDA

When the SCCRS result message is filed onto the patient record in Consultation
Manager, either manually or automatically, it is entered under the consultation type
Results Recording.

The smear result is recorded in the Cervical Cytology Structured Data Area and the
recall is also added (see Viewing SCCRS Recalls in Consultation Manager on page
26).

Appgintments] PatientSeIect] Patient Detail: * Consultations ]Qournall Filtered Listl §ummar_l,lx'Glid] Tests ] Therapg] GoF Guidelines] Problems] Guideline

| Date | Type Cliniciar
B2 21/05/028 Results recording
Eramination
j 08/11/2007 Cery_smear: borderline changes: Dr Jane Mars
| mberention
¢ 21/05/2007 Recall on 08/05/2008 for Cerv.smear: borderline changes with Dr Jane Mare Statuz: Outstanding Recall Advice: & months

SCCRS Results and Recall from the Consultation Tab

Right click on a cytology line and select Item View.

" pill DOG 19/09/1980 (F) 22 Lingfield Close, Le _1= x|
] Consultstion  Summary Guidslines Add  List View Window Help =121 x|
AR ¢ Fe A0 DT K 2E - [02]F
Initial Filer || Appoinimerts | Patient Select | Patient Details | Consultations * Joumal | Fiered List | Summary/Grid | Tests | Therapy | Guidelines

_ liﬂmm Date | Descripion [ Priaity [ Civician

"B, g lergies & advesse F | ||P57R2/5 © Fecallon 20/04/2008 fr Cervical smeat nadequale spe wih Di H Bracme_Stalus Ouisiandng Aecal édvice: Smorihs DKEI

= 20/11/09 7 Cemvical smeatinadequate spec Infection present: ALD's, TV, Fungal, HPY, Herpes. Needs to see  dactor as soon 2s pessible and get a course of antbiotics! DKEI
[ © 1 Recals and Reviews

Fleported 20/01/2009

Patient Preference

He Medical History
- & Therapy
-~ Lifeshyle

4 Examination Findings
@ Immunisations

(] Miscelaneaus
B 140 Test Resuts
-4 New Registration Exam
o Matemity

@) wel Pe =
B i _'I_I
t2a®

4 Incomplete Registration

2. Allergy Status not recorded
Add Alleray
Addd No Aller

G Health promotion
Cliriic al infarmation mizsing

# Immunisations Due in Ne...
Poliomyeliis Tst 18/11/1380 o/d
Rubella 15t 19410/1381 o/d
Tetanuz 1519/11/1380 o/d

Close Cancel

& Cervical Cytology - Display B Motes | £ Recal |ﬂ Edit | X Close |  Help
Date Smear Perforned: — Clinician [~ Private  Read Tem for Resul:
[200anuary 2003 [0 David eighiey = [ 221,00 Camvical smearinadequate spec =l
Inflamation Category: Date Smear Reported: I Practice:
=] [20Januey 2009 [in this Practice =
Target Repor
™ Exclude from Target Repot Rieason for Exclusion:
[<tones =l
Copy of Initial Yisw 4 Be ) =150 =6 B[ B [ | [or David Keighley |Results |26f0zj09 [10:53 |

' start| \Y3 vision - Live System | &, Dr David Keighley - Mai ... | B pill DOG 19/09/1980 (... 4] Dacument! - Microsoft ... 23 ‘ @) ‘ DEY 1202

The Cervical Cytology SDA form is populated as follows:

Any Report Comments on, for example, infection is shown in a pop-up Notes section
when the cytology record is displayed.
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Date Smear Performed is actually the date that the result was received.

Date Smear Reported is also populated with the date that the result was
received.

Clinician is automatically populated with the patient’s usual GP
Read Term For Result is determined by the Read code sent from SCCRS

Free text Any free text added to the result can be viewed from the Notes
icon within the Cervical Cytology SDA.

You can also look at SCCRS results from View Mail For Patient. From here you can
further process the message or see any outstanding actions. See Completing Actions
from Consultation Manager on page 21.

Smear Taken

If you have made an initial recording of "Smear Taken”, which is advised, it will not
be updated/replaced with the SCCRS result.

Note The incoming SCCRS result will not update the data entry for
Smear Done which should have been recorded when the smear was
taken. Therefore the patient will have two separate Cervical Cytology
SDA entries when the result is returned - Smear Done and the Smear
Result.

SCCRS Read Codes

All Read codes used within the SCCRS result message are GMS compliant. The Read
codes that you might see within the SCCRS Result message are:

4K21. Unsatisfactory 1J06. Endocervical Aden Carcinoma
4K22. Negative 4K29. Borderline Changes

4K23. Mild Dyskaryosis 1J0J. Endometrial+ Other

4K28. Moderate Dyskaryosis 8H7N. Colposcopy Referral

4K24. Severe Dyskaryosis 8H58. Gynaecology Referral

4K25. Severe Dyskaryosis/Invasive
4K26. Glandular Abnormality

o If there is no Read code within the SCCRS message, 6859. Ca
Cervix screen done is used to file the message.

e The result can also contain any free text added by the laboratory
which will file with the smear result as free text.
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SCCRS Recalls

SCCRS smear recalls are contained within the SCCRS result (see the screenshot
under SCCRS Recalls within Result message on page 8):

Recalls that have been imported into Consultation Manger from SCCRS
should not require any user intervention.

Recall time periods are determined by the Read code used for the result as follows:

Result Type Possible Recall
4K22. Negative Routine Recall 36 Months
12 Months
6 Months
Return to Routine Recall
4K21. Unsatisfactory 3 Months

Refer to Colposcopy (if 3™ consecutive)
Default 6 Months if already at Colposcopy

4K23. Mild Dyskaryosis 6 Months
4K29. Borderline Changes Refer to Colposcopy 6 Months
Default 6 Months if already at Colposcopy
4K28. Moderate Dyskaryosis Refer to Colposcopy 6 Months
4K24. Severe Dyskaryosis Default 6 Months if already at Colposcopy

4K25. Severe Dyskaryosis/Invasive
4K26. Glandular Abnormality
1J06. Endocervical Aden Carcinoma

1J0J. Endometrial+ Other Refer to Gynaecology 6 Months

Remember The management of recall lists should still be done from
within the SCCRS system. The recalls are displayed within Vision
primarily to act as prompts for opportunistic Smear taking and
management information.
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Recall Enhancements and SCCRS Messages

To accommodate for the transfer of information from SCCRS messages into
Consultation Manager, some changes have been made to the Recall structured data
area. The primary changes include the introduction of:

0 Recall Status There is now a Recalls status field where recalls
can have the status of Outstanding, Complete or Cancelled.

Recalls can also be viewed as active and inactive. Outstanding
recalls are Active, Complete or Cancelled recalls are inactive.
These can be filtered from the Recalls entity in the Navigation
Pane.

Upon receipt of DLM 280, all recalls older than 3 months are
deemed as inactive but have a status of outstanding.

Outstanding Recall Prompts allow for automatic detection when
a Recall has been actioned. Warnings appear in Consultation
Manager when an attempt is made to enter data with the same
SDA or same Read hierarchy as an active/outstanding recall.

The Data Entry Caution entity can also be manually configured to
create an exclusion period during which you are prompted with a
caution when specific data is entered on a patient record.

Note Please see DLM 280 user guide for further information about
Recall Enhancements and how this will affect the management of non-
smear recalls in your practice.

Viewing SCCRS Recalls in Consultation Manager

Recall entries, including SCCRS Recalls are now categorised as either Active OR
Inactive from within the navigation pane in Consultation Manager.

* Yera JOHNSON 18Y - 30/1 211

] Consultation  Summary  Guidelines

* R A CE e
tial Filter ~
1 Problems

7 Conzulkation

- @) 1 Recall: and Reviews

=3 1Recal
0 1 Active Recalls
O [ nactive

=] Patient Preference

+-He 2 Medical History

+- & 1 Therapy

ZR Lifestyle

Recalls from the Navigation Pane in Consultation Manager

Active and inactive recalls still display in the Journal in Consultation Manager. You
can see the status of the recall is now displayed in the data line.
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.-’-\ppgintments] Fatient Select] P atient Details] Qonsultationsl Journal  * Filkered List lﬁummary.-"ﬁrid] Tests I Thetap_lg] QoF Guidelines] Frob

[rate | D ezcription [Recall)
11/06/08 ¢ Recall on 07/11/20010 for Cervical smear: negative with Or Fiona Wenus  Status: Outstanding Recall Advice: Foutine Recall
AA2/.07 @ Becall on 21122007 for Cervical smear due with Dr Fiona Wenus  Status: Comelete Frofezzional [ntervention
& Recall on 311 2/2007 for Cervical zmear due with Dr Fiona Wenus  Statuzr Complete Profezssional Intervention

The enhanced recall data entry form

When a Recall message is received from SCCRS it will be automatically filed on the
patient record, if you have Autofiling enabled. The following fields are populated:

O Recall - Display | | =

Set UpDate: Cliniziat Setting Fecall Fiead Term for Recall Trigger: Note that the

|2‘| M ay 2008 | J |885..DD Cervical neoplasia screening Reca Il Trlgger
, and the

Statuz of Recall Recall advice: Recall

| [ | Reason are

Recall Date: Clinician to Action Recall: Read Term for Recall Reagon: different

|DB May 2009 J |4K29.UEI Cerv.gmear. borderline changes '

SCCRS Recall Data Entry Form

Set up date is the date the recall process begins i.e. the date of the last
smear result.

Recall date is the date that the patient is next due to have a smear
taken.

Recall Status displays as outstanding for new incoming recalls and as
completed or cancelled for superseded recalls.

Clinician to Action Recall is populated with the patient’s usual GP.

Read Term for Recall Trigger is always 685..00 Cervical Neoplasia
Screening for incoming recall messages.

Read Term for Recall Reason contains the Read code of the last smear
result message.

Recall Advice is populated with any free text contained in the Recall

Editing Received Recall Entries

We advise that you do not edit the recall entities received from SCCRS as this will
cause the information on Vision to be out of date with the SCCRS web-based
interface. If you attempt to amend a recall received from the SCCRS system, the
following warning message appears: This recall has been written by a third party.
Are you sure you wish to proceed?

Consultation Manager |E|

L] "_.. This recall has been writken by a third party. Are you sure vou wish ko proceed?
L

Yes Mo |

Warning displayed when attempting to edit a SCCRS recall
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Outstanding Recall when Recording Smear Taken

At the point of entering that a smear has been taken in Consultation Manager, you
will be prompted if there is an outstanding recall for the Cervical Cytology SDA:

Outstanding Recall E|

There iz an outztanding recall for this SO

221042008 Recall on 070272003 for Cervical smearinadequate spec with Dr Sarakh Saturn Status: Oukstar

w'hat would wou like to do with it?

Complete + Mew Becal | | Complete | Change Existing Leave Existing

Data Entry Caution for Smear Taken Recording

From the Outstanding Recall Data Entry Caution you have four options:

¢ Complete + New Recall completes the outstanding recall and
generates a new one.

¢ Complete completes the recall.

¢ Change Existing allows you to edit the current outstanding recall
entry.

e Leave Existing leaves the recall as is currently stands.

Unless there is a valid clinical reason, we recommend for Smear taken messages that
you select Leave Existing as when the result is returned to Vision from the SCCRS
system, the new Recall entry will update the patient record for you. This avoids
creating multiple recalls.

See also SCCRS Data Entry Cautions and Exclusions on page 34.

From DLM 280, Data Entry Cautions will appear for other active,
outstanding recalls when an attempt is made to enter data in
the same SDA or with regards to Medical History entries, in the
same Read hierarchy. See the DLM 280 User Guide for further
information on Data Entry Cautions.
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SCCRS Recall Date Change Message

As well as the SCCRS Recall message which is sent as part of the smear result and
files as a separate entity on the patient record, there is also an SCCRS Recall Date
Change message which is sent as an individual SCCRS message and updates
existing recalls in the patient record with a replacement time period or recall reason.
An example of a screenshot of the message in Mail Manager is shown on page 10.

Both the Recall message and the Recall Date Change message are filed into
Consultation manager as Recall entries.

Recall Date Change messages are used to update/replace previous recall dates
entries. These messages contain:

e The Next Recall Date and,
e The Reason for Call Date Change
At the point that the Recall Date Change messages are filed to the patient record:

e Vision looks to match the new recall date change with a previous
recall. This is done by date and Reason for Recall Read code. If a
match is found, the recall date change message replaces the
previous recall. The previous recall status is changed to Cancelled
and the replacement Recall Date Change is set to Outstanding.

e If the Recall Date Change message cannot be matched to the
original Recall message/entry, a new Recall entry for the Recall
Date Change Message will be made. This has a recall status of
Outstanding.

Viewing Recall Date Changes in Consultation Manager

Recall Date Changes are sent to replace the original Smear Recall entry in
Consultation Manager and as such do not display differently. You can look at the
audit trail of the Recall in the Consultation Manager to see the history of
amendments for the particular recall:

1. Right click on the recall entity from the Journal or Filtered list and select Audit
Trail.

Appgintments] PatientSeIect] F'atiegtDetaiIs] Qonsultations] Joumal ¥ Filtered List ]ﬁummar}l.ﬂ’Grid] Tests ] Therap_lg] QoF

Date D escription [Fecall]
3207 Fiecall on 314 13 fa :mear due with Dr Fiona Yenus  Statuz Outstanding Intervention

Item Yiew
List
Consulkation Yiew
Graph

Froblems...
Check Condition...

Edit...
add..,
Delete. ..

Audit Trail, .

Mare. ..

Help

Right click-audit trail
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2. The Recall form displays at the bottom of the screen and you can select Next
to view the previous changes to the recall which are highlighted in red.

Tests ] Therapy

l

[0F Guidelines ] Problems

l

Appaintments ] Fatient Select ] Fatient Details ] Conzultations ] Journal r

Guidelines | A In this example

the original recall

[ ake | Drezcription [Fecall]

has been

Intervention

AA207 ) Recall on 31/412/2009 far Cervical smear due with Dr Fiona Yenus  Statuz: Outstanding

&3 Recall - Audit Trail

New recall date and
outstanding status

completed and the
recall date has
been updated to
31/12/20009.

Set Up Date: Clinician Setting Fecall:

B Motes [ Close Y Help

Fiead Temm for Recall Trigger:

|31 December 2007 |

J |585..DD Cervical neoplazia screening

Statuz of Recall

Complete
Recal Date: Original recall
SIS || date.
Status has been updated from . .
Outstanding to Cancelled for -2 e:@”'
the original recall. FmEal dus
<Previous ||{ Changed on 11/06/2008 at 11:50.11am by Systemn Supervizor j ﬂ

Audit Trail for Recall Date Change Entry
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The SCCRS Exclusion Message

SCCRS sends exclusion messages for patients whom it is deemed inappropriate to
call for cervical cytology screening (reasons for exclusion are listed on page 11). An
example of a screenshot in Mail Manager is also shown on page 11.

In the SCCRS exclusion message:

e The Exclusion Reason is the reason why the patient should be
excluded from the recall system. There are two ways the exclusion
reason can be given:

= By free text i.e. Smear in Progress OR

* By Read code. The only exclusion reason that is
Read coded is "908S. Cervical Smear Defaulter”

¢ The Exclusion Date which is the commencement date of the
exclusion period. This also depicts the commencement date of a
Data Entry Caution. See SCCRS Data Entry Cautions and Exclusions
on page 34.

¢ The Exclusion End Date which is the next recall due date i.e. the
end of the exclusion period. This also ends the Data Entry Caution
time period.

¢ Exclusion Extended is redundant as an exclusion would only be
extended by receiving a new message.

e Closed If the closed field is populated with Yes, the previous data
entry caution is closed.

¢ Next Recall Date if there is a date in this field a new recall entry
for the next smear due is created.

Viewing SCCRS Exclusions in Consultation Manager

When a SCCRS Exclusion message is filed into Consultation Manager from Mail
Manager, different entities are generated in the Patient Record depending on whether
the exclusion message is a Cervical Smear Defaulter or has another reason for
exclusion:
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SCCRS Non-Defaulter Exclusions

When Non-Defaulter Exclusion message is filed from Mail Manager into the patient
record in Consultation Manager, the following entities are generated:

e A Data Entry Caution with an exclusion period. See SCCRS Data
Entry Cautions and Exclusions on page 34.

e It is also possible for Defaulter messages to contain a new Recall
date entry for when the default period expires.

Non-Defaulter Exclusion Message Workflow

The diagram below shows a workflow of the entities that are created when a non-
defaulter exclusion message is filed into Consultation Manager.

Smear Exclusion Message

| () Filed

SCCRS Eschision v

All Existing Smear Recalls are
Cancelled. The exclusion
message can contain new

recall (Yduedate

Data Entry Caution is added for
smear SDA

--@) 2Rec

| o

all: and Reviews

© Cautlon - Display
[a0e of Conation Chrician Seting Coution
[17 dures 2008
FiomDain

[ozszmr

ToDsie
07 AL 2008

Besson ko Causion
Evchuded fom 500

=] [6%00 Cenvical nespisia screering

Des | xcow Hele

Fiead Code for

% -Sres In Progess

SCCRS non-defaulter exclusion message workflow
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SCCRS Smear Defaulter Exclusions

When Cervical Smear Defaulter messages are filed from Mail Manager into the
patient record in Consultation Manager, the following entities are generated:

e A Medical History Read code entry of Cervical Smear Defaulter
908S.

e A Data Entry Caution with a 3 year exclusion period.

e An Alert in the alerts pane displaying that the patient is a
Defaulter.

e It is also possible for Defaulter messages to contain a new Recall
date entry for when the default period expires.

SCCRS Cervical Smear Defaulter Exclusion Message Workflow

The diagram below shows a workflow of the entities that are created when a cervical
smear defaulter exclusion message is filed into Consultation Manager.

Smear Defaulter Exclusion Message

l Eed SCCRS Evhaon 7]

Alert added to

Hx #908S added

Il Existing Smear Recalls
re Cancelled (although

Data Entry
Caution is added

Add No Allengy

@ Health promotion
Chrical miotmation missing
Interventions not recorded
¥ Immunizations Due in Ne...
Fobomyeliis ++ 2 Z5/06/19% o
Rubella «+ 26106/ 385 o/d
Letarne s 2 SRR SS90 ol
i Medical History Alerts
Carvical Smear Delauller

ErdDate

Alerts Pane to the Journal he message can contain
new recall due date.) forsmear SDA
|
e History - Display | |EHE® | X e | U Hee |
Event [sie: Chrscan Prigste  Foead Do bou Chawchasintic -
T3 s 2007 o [5005 01 Cmvc m delnib -4 ZHecalls and Reviews
EX IoI™ Cmerert Trge of Chassctorghc:  Epinods Type Pty +
2 Allergy Status not recorded
Add Alleigy

BlEs | %o | 0 pe

SCCRS cervical smear defaulter exclusion message workflow

Note The purpose of the SCCRS exclusion is to mark the patient
record with a reason for why the patient should not be included in the
smear recall system for a certain period of time. It should be noted
that SCCRS Exclusion messages do not update the Exclude from
target report flag within the Cervical Cytology SDA as this is for
reasons why a patient should not have a smear taken in the first place.
You should therefore do this yourself.
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& Cervical Cytology - Update Notes | @ Becal | 0K | X Cancel |  Help |
Date Smear Perlformed: Clinician; I Private  Fead Tem for Result:
|UB Mowember 2007 |Dr Jane Mars j |4K29.UU Cery.smear; barderling changes j
Inflamation Category: Diate Smear Reported:  In Practice:
| j | |Inthis Practice j

Target Report

[ Ewclude from Target Report Reason for Exclusion:

[

Defaulter Alert

2@ K

@d Allergy Status not recorded
Add Allergy
Add Mo Allerngy

@ Health promotion
Clinic:al infarmation mizzing
Interventions not recorded

# Immunisations Due in Ne...
Poliomypelitis ++ 2 26/06/1996 o...
Rubella ++ 26/068/1385 o/d

o NEA159

bl ] ] NN
Medical History Alerts
Cervical Smear Defaulter

Smear Exclusion Alert

For defaulter SCCRS exclusions, an alert is created in the Alerts pane in Consultation
Manager. This acts as a warning that the patient has been excluded from the Smear
recall system for a certain period of time. You can double click on the Medical history
alert to be taken to the full Alerts screen where you can see the next recall due date.

SCCRS Data Entry Cautions and Exclusions

Data Entry Caution is a new entity in Consultation Manager which has been created
to support SCCRS messaging and the management of recall exclusion message.
Data Entry Cautions do the following:

e They hold the exclusion period for a SCCRS Exclusion.

e The creation of a data entry caution causes any recalls within the
same SDA as the Read code for Caution to be cancelled, in this
case, Smear recalls.

¢ When data is entered within the Cervical Cytology SDA, you are
prompted with an outstanding recall prompt which will warn you
that the smear is not due until the exclusion period is finished.
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Data Entry Caution Entity

The data entry Caution entity has its own structured data area and can be found
within the Recalls and Review area of the navigation pane in Consultation Manager.

=) 9Recalls and Reviews
+- @) 1Recal
@ 1 Data Entry Cautions

© Caution - Display Hedt | xooss | ¢ Bep
Date of Caution Llinician Setting Caution Bead Code far . Fram Date
|16 May 2008 | J |E85..00 Cervical neoplasia scresning 710z
s BEEEISD:I'l f:f Eau;;lﬂs Cervical 5 Defaul SDA/ Read
’W wciuded from - Cervical Smear Defaulter \ code for
Caution
SCCRS Free text reason for
. exclusion/caution
Exclusion
dates

e All exclusion reasons are stored on the patient record within the
Data Entry Caution SDA with the Read code 685 Cervical
neoplasia screening.

e The reason for the exclusion is displayed as free text in the
Reason for Caution area.

e The exclusion period is also stored within the Data Entry Caution
SDA.

If you attempt to add smear data whilst there is an active exclusion period, you will
be prompted with the Data Entry Caution screen which will give the dates of the
exclusion period and the reason for exclusion.

Caution §|

The following caution exists for this recall

Are pou sure you wigh b proceed?

Continue | Cancel

Data Entry Caution

From the Data Entry Caution you have two options:
e Cancel cancels the data entry and the caution prompt.

e Continue allows you to continue with the data entry, ignoring the
caution.
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Non-SCCRS Data Entry Cautions

It is also possible to use the Cautions functionality for non-SCCRS items. This allows
you to set up an exclusion period for a patient relating to a specific structured data
area (SDA). You will be alerted if you try to add data relating to the excluded SDA
within the exclusion period. See DLM 280 User Guide or Consultation Manager on-
screen help for further information on Data Entry Cautions.

Exclusion Reasons and Automatic Filing

Free text exclusion reasons are not automatically filed into the patient record as a
separate Read coded entity.

e The only exclusion reason that will automatically file into
Consultation Manager as a Read code in its own right is 908S.
Cervical Smear Defaulter.

e All exclusion reasons are contained in the free text section of the
data entry caution in Consultation Manager.

e If there is recall data within any type of exclusion message, this is
automatically filed into Consultation Manager.

Exclusion Periods

Cervical Smear defaulters are automatically excluded from the recall system for three
years. This can be overridden by a subsequent recall. Exclusion periods for other
exclusion reasons may vary.
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FAQs

Are all entries into Consultation Manager added in as historical data so that
they have a clinician’'s initials attached to them or does the information go in
as we would add information from a letter by removing the In Practice tick?

The SCCRS data in Consultation Manager contains the clinician for whom the
message has been assigned in Mail Manager, which would normally be the smear
taker anyway. In Practice remains selected as smears will be taken In Practice.
Users can always refer to the audit trail or the "written by" column in Consultation
Manager.

The cytology result add screen - the date performed and date received seem
to be the same on the presentation screens. If we were adding this
manually, the date performed would be the date done in the practice and
date received is the date on the lab result that the lab received or actioned -
are these always going to be the same date when coming in from SCCRS?

Yes, smear taken and date smear reported will have the same date. It is not possible
for this to be changed. Note, too, that the result message does not update the
original Smear taken entity.
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Quick Reference to Mail
Manager functions

Admin Staff - allocate, assign and file

Regardless of the SCCRS message type, whether it be a result, recall or exclusion,
you must ensure that the following administrative processes are carried out for each
message within Mail Manager. Once you have selected a message, most of the
functions are carried out from the right click menu:

Actions

Right Click
Menu

Items
highlighted in
red are basic
administration
functions.

Alerts

gllozate, .,
Re-allocate. .,

LSS
Re-Assign. ..

Filz all

File Abnorrnal

Consider Filing Complete
(A FEENETS

Delete filed item, ..

Mark as Read
MMark as Unfead
MMark as Complete

Message

Wiew messages for Pakient
Yiew arfainal
Patient Details

Prink...

Chrl4-P

Archiving

Consultation Manager
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It is normally the role of the administrative staff to make sure messages are:
¢ Allocated to Clinicians
e Assigned to Patients

e Filed to Patient Records where necessary

Allocate the message to a Clinician

SCCRS messages are automatically allocated to the patient’s usual GP in Vision.
Although you can add a local identifier so that they file to another staff member (see
Local Identifiers - mapping SCCRS messages to other health care professionals on
page 53). Unallocated Mail is listed under the Unallocated Mail folder in the left-hand
Folder List. The result is unallocated because it has not been successfully matched to
a GP mailbox in your practice.

1. Right Click on the Message - select Allocate.

Mr System Supervisor, - Mail Manager

File Fiter Msssage View Tools Help

Eoo=w B, 0. 4 . % . = . & . % ot
Back. Forward Refresh  Actions Tick. Allocate Assign Read Print. Active Find
Incoming Mail
Pationts | Mo curent Patient | 5
Stalf | actns | L s '
— rvall 5] ilable for filing g|  Acions > D3 09:46
feeks AlMaY | Available for filing SC perts , 08 03:46
% Staft (14) O sC 08 09:46
=1 23 Incoming Mail m i
el = so Lo po o4
+ & Doctor, Associale :
« & Doctor, Locum o SC pssign... D8 09:46
© } Gp Triee O Available for filing sC 08 09:46
e Ju[:;ilEr, Michael [m} Available for filing SC D8 09:46
o Mars, Mal [m} Available for filing SC D8 09:48
;3 Mercury, Jane O sC 08 09:41
£ Meptune, Carol O 5C| D8 09:46
w f Muss, Practics O {5 Available for filing sC 08 09:48
+ Prescriber, Nurse [m} Filed SC1 0343
% Receptionist, Fabuious O Filed SO0 pyark as Read 0949
+| Satum, Sarah r (% Filed SCI 10:01
= System Supervisor <
(] Urread -
- Venus, Fiona Message N e
(2 Outgeing Mail y
= 4 Unalacated Mai poates th
+ & Doctor, Associale q]
+ & Doctor, Locum :
« & Gp. Tranes P o
+ 4 Jupiter, Michael e T
Mars, Mel ‘CHI Humber
Mercuy, Jane tame
Neptune, Carol
Murse Practice Date Of Birth
Right click - allocate
2. From the allocate message to M Allocate Message to Staf - BX
staff bOX, select the staff Surhane Farename Title Mnemonic | Rele
member you would like to Neplune Cagl 0 CN Fattret
I t th t d Presciiber Nurse Miss HP1 Practice Nurse
allocate € message to an Receplionist Fabulous Ms FR Receplionist
click OK. System Supervisor Wr 55 Admiristrator
Werug Fiona Dr Fv Paitner
{ >

Allocate Message to Staff
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3. You can see the staff member that each message is allocated to from the staff

ooood

vailable for filing
vailable for filing
vailable for filing

SCCRS Exclusion
SCCRS Recall Date..._

O
O
O
SCCRS Exclusion O

11/06/2008 09:46
11/06/2008 09:46
11/06/2008 09:46

~Cr

column.
] ] ] Statug ] Type ] Read ] Date |Staff Patient ] Action/Subject ]
=] Available for filing SCCRS Result O 11/06/2008 09:48 Neptune. Carol “Boot. Belinda
vailable for filing SCCRS Recall Date... 1170672008 09:46 ~Brush, Helen

~Canwell. Florence
~Corkhill, Joan

oss, Janet

Re-allocate

You can also re-allocate messages to another clinician if required. To do this:

cDJOOOOOoOoOoOoOooooooio

1. Right click on the message and select Re-Allocate.

Available for filing
Available for filing
Available for filing
Available for filing
Available for filing
Available for filing
Available for filing
| Available for filing
Available for filing
| Available for filing
Available for filing
| Available for filing
Available for filing

[ Filed

Read | Date Staff

Patient

CHI Number

Hame

SCCRS Result I At okl
SCCRS Recall Date.. [ | 11/06/2008  Actons elen
SCCRS Exclusion O 110672008 .. Florence
SCCHS Recall Date... [ 11/06/2008 Joan
SCCRS Exclusion O 117064200 ne
SCCRS Result O 11;ns.rznnl Re-Allocate. . endy
SCCRS Exclusion O 11/06/200 = enthfer
SCCRS Exclusion O 11/06/2008 mily
SCCRS Exclusion O 11/06/2008 drey
SCCRS Result O 11/06/2008 m, Wilem__.
SCCRS Exclusion O 11/06/2008 prothy
SCCRS Exclusion O 11/06/2008 prothy
SCCHS Result O 11/06/2008 nn
SCCRS Result 04,/06/2003 0
SCCRS Result 04,/06/2008 0 Mark a5 Read Efine
SCERS Excluzion vl 110620081 Eline
Message 3
Warning - the message indic is practice
Print... Chrl+P
TITURTTYST

Date Of Birth

Re-allocate a message that has previously been allocated

2. Select the required staff member and click OK.

M Allocate Message to Staff

- Bl

Sumanne Forename Title Mnemaric | Role
Hepturie Caral D [ Partrer
Prescriber Nurse Miss NP1 Practice Nurse
FReceptionist Fabulous Mg FR Receptionist
System Supervisor Mr 5Y9 Adrministratar
Verus Fiona Dr Py Partner
< |
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Assign the message to a Patient

SCCRS Messages are normally matched to patients by CHI number and Patient
Surname. Unassigned SCCRS messages that do not match to a patient in your
=Jones, Pat

practice list have an asterisk by their name, for example:
banner also displays within the message which warns if the patient is not registered

at the practice.

A yellow

Warning - the message indicates that patient is not registered at this practice

To manually assign a message:

1. Right click on the message and select Assign.

Fead | Drate | Staff Patient
|:| Bl Available for filing SCCRS Result |:| ____________ At v B
| vailable for filing SCCRS Recall Date.. []  11/06/200)  “™°™ felen
O vailable for filing SCCRS Exclusion O 117067200 Alerts » | Florence
O vailable for filing SCCRS Recall Date... [] 11064200 Joan
O vailable for filing SCCRS Exclusion O 11064200 anet
O vailable for filing SCCRS Result O 1108/ Re-Allocate. . aiendy
O vailable for filing SCCRS Exclusion O 11/06/300 BFTEEEN J ifer
O vailable for filing SCCRS Exclusion O 11706300 E thily
O vailable for filing SCCRS Exclusion O 11/06/200 udrey
O vailable for filing SCCRS Result O 117064200 om. Wilem...
O vailable for filing SCCRS Exclusion O 117064200 orothy
O =] vailable for filing SCCRS Exclusion O 11064200 orothy
O vailable for filing SCCRS Result O 117064200 nn
O iled SCCRS Result 04/06/2008 ry
O iled SCCRS Result 04/06/2008 | mark as Read thering
1 (@A Filed SCCRS Exclusion vl 11/06/2008 therine
4
Message »
Warning - the message indi| his practice
PYint... Ctrl+P
CHI Humber
Hame
Date Of Birth T3 041857
Right click - assign
2. The Assign Patient 8 fssign Patient EEX
. . 11/06/2008 SCCRS
window displays the
possible matches for the
. . Message Patient Detais
unassigned patient. If _
Sumame: Boot Forenamne: Belinda Date of Bith: 13/04/1357
NHS Number: <HONE> Sex: Unknorn
you cannot see a
matching patient, go to
Select to search the full
pra ctice ||St. Fossible Matches: 7 [ Activeatintsonly [ Include al 2 charaster Suiname matches
Sumane Forename DeB NHS Number | Sex | Regitration Status Maich
Click OK when you have Bt e TGS 0577051 onde Tionsned A T Ei
i ) Bacth Catherine 06/09/1995 5434111032 Female  Transtened Ot Tst 3 lelters of Sumame
found a matching patient. Do e VWA STE0IDT Famel TendmetOu T4 3lele ol Samame
Booth Margart 18/11/1930 4856712882 Female Tranclened Out st 3 etters of Sumame
Booth Stepharie: %6/12/1935 BU48857721 Female Translened Out st 3 letters of Sumame
< | 3

| [[Eonce

| seec

Assign Patient Window
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3.

Messages with assigned patients display the patient’s name without an
asterisk.

Statuz

Available For filing

Fead | Date
SCCRS Result

Boon, Elzie

| Awailable for filing
Available For filing

SCCRS Recall Date._ [ |
SCCAS Exclusion O

Re-assigning Patients

11/06/2008 09:48 Neptune_ Carol
11/06/2008 09:46
11/06/2008 09:46

*Brush, Helen
*Canwell. Florence

You are also able to re-assign the message to another patient as long as the SCCRS
message has not already been filed on the patient record.

1. Right click on the message and select Re-assign.

O

~I10OOo0oooOooooooood

Available for filing
vailable for filing
Available for filing
Available for filing
vailable for filing
Available for filing
Available for filing
vailable for filing
vailable for filing
Available for filing
Available for filing
vailable for filing
Available for filing
Filed

2. The Assign Patient
window displays the

CHI Number

Hame

Rt AF Dbl

possible matches for the

unassigned patient. If

you cannot see a
matching patient, go to
Select to search the full
practice list.

3. Click OK when you have
found a matching patient.

Read | Date | Staff | Patignt
SCCRS Result D ............ ! Actions 3
SCCRS Recall Date... [] 11706720 Helen
SCCRS Exclusion O 11706720 Alerts } 2, Florence
SCCRS Recall Date... [] 11/06/2( Il. Joan
SCCRS Exclusion O 11706720 Re-alocate. . Janet
SCCRS Result O 11/06/2( Wendy
SCCRS Exclusion O 11706720 . Jennifer
SCCRS Exclusion [ 11/06/20] Re-Assign... | . Emily
SCCRS Exclusion O 11706420 File Al Audrey
SCCRS Result O 11706420 pttom. Wilem. ..
SCCRS Exclusion O 11706720 Dorothy
SCCRS Exclusion O 11706720 Dorothy
SCCRS Result O 11/06/2( Ann
SCCRS Result 04./06/200 ey
SCCRS Result 04/06/200  Mark as Read Catherine
SCCRS Exclusion vl 11/06/200 Catherine
Message 3
VWarning - the message in View messages for Patient this practice
Patient Details
Print... Chrl+P
Consulkation Manager
N5 nesancT
Re-assign message to a patient
M Assign Patient DEX
11/06/2008 SCCRS
Message Patient Detaik.
Sumame: Boot Forename: Belinda Date of Bith: 13/04/1957
NHS Number: ¢HONE> Se - Urknown
Possitle Matches: 7 [ ActivePatientsonly [ Include all 2 character Sumame matches
Sumame Forename | DoB | MHS Mumber | Sex | Registration Stalus Maich
Boen Elsie T5/08/1923 481 024 1440 Female  Transhened Out Tet 3leliers of Sumame
Booth Aileen 11/07/1958 440327 7861 Female Translemed Out 1t 3 lotiers of Sumame
Booth Catherine 0B/09/1935 5434111032 Female Translened Out 1t 3 letiers of Sumame
Booth Doiis 03/N/1937 5311073918 Female  Translemed Out 1t 3 lotiers of Sumame
Booth Jernifer 23/07/1984 BI7E101267 Female Translemed Ot 15t 3letiers of Sumame
Booth Margaret 1B/11/1330 4855712892 Female Translened Ot 15t 3letiers of Sumame
Booth Stepharie 2511201935 BD4BE57721 Female Translened Ot 15t 3letiers of Sumame
< | &
‘ Select ‘ {Cancel

Assign Patient Window
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Assigning SCCRS Messages to Male Patients

If you assign the message to a male patient by mistake, the following banner is
displayed and you are prevented from filing the message:

Result is azsigned to a male patient - filing prohibited

Deleting Messages

If you are unable to assign the message to a patient (i.e. if they are not registered at
your practice) you can delete the message. Right click, select Message-Delete.

1. Right Click on the unassigned message, select message — delete message
from the right click menu.

| | | Status | Tupe | Fead | Date | Staff | Patient | Action/Subie
Available for filing SCCRS Result O 11/06/2008 09:48 Heptune. Carol Boon. Elsie

O

{n| Available for filing SCCRS Recall Date._. i 11/06/200 iniipuiion giicen |

O Available for filing SCCRS Exclusion O 117067200 . Florence

O Available for filing SCCRS Recall Date... [] 117067200  Alerts * _Joan

O Available for filing SCCRS Exclusion O 117067200 Allocate anet

O Available for filing SCCRS Result O 11/06/200 wendy

O Available for filing SCCRS Exclusion O 117065200 Jennifer

O Awailable for filing SCCRS Exclusion | 117067200 Assign... E mily

O Available for filing SCCRS Exclusion O 117067200 udrey

O Available for filing SCCRS Result O 117067200 tom, Wilem. ..

O Available for filing SCCRS Exclusion O 117067200 orothy

O [ ] Available for filing SCCRS Exclusion O 114067200 orothy

O Available for filing SCCRS Result O 117065200 Ann

O Filed SCCRS Result 04./06,/2008 Iy

O Filed SCCRS Result 04/06/2008 athering

l<_| (= Filed SCCRS Exclusion [wl 11/06/2008 Mark as Read thering
VWarning - the message ingi

Print. .. Chrl+P

CHI Number Cancel | Supersede
Copy Message

Name

Date OF Birth

RS Cada Af Danictarad C0

Right click — message - delete message

2. You are prompted to confirm Mail Manager
that you wish to delete the
message. Select Yes to remove
the message from Mail Manager.

3. The message is now deleted from Mail Manager.
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File or mark as filing complete

If you have not enabled Autofiling or the SCCRS message has not been
initially assigned to a patient, you can manually file the message on the
patient record. See Autofiling SCCRS Messages on page 53 for
instructions on how to enable Autofiling for SCCRS messages.

e Either completely file the result by - right clicking on the result and
selecting File All;

e Or you can file several messages at the same time by selecting each
message, click on the arrow in the File icon, select Ticked-File All.

2= Mr System Supervisor - Mail Manager

File Filter Message View Tools Help

& .5 @ B, 0. % . % .

Back Forward  Refresh  Actions Tick. Alacate Assign

= .

= . = *
Print Active Firn

File: &ll

File: Abrormal

Consider Filing Complete

| Ghaff ]Actlons] Patlents] Mo cunent Patlenl] | | | | Status
' =
Al Aatas Al =i = ||:| (Z3 Filed

Filing several messages at the same time

Note With regards to exclusion messages, only those with defaulter as
the reason are automatically filed on the patient record. Defaulter
exclusion messages are messages that contain the Read code 908S.
Cervical Smear Defaulter. It is up to the practice to decipher on a
per patient basis which other exclusion messages should be manually
filed on the patient record.
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Individually Filing an SCCRS Message

To file an individual message:

1. Right click on the message and select File All.

| | | Status | Type | Fead | [ate | Staff Patient

Aictionss = N 18 Neplun, Carol Bon, Elsie :

O Wenuz, Fioha Buotting, Catherine

O iled SCCRS Exd  alerts 3 Meptune, Caral Buotting, Catherine

O iled SCCRS Exg Wenus, Fiona Cane, Julie

O iled SCCRS Rex Wenusz, Fioha Corbett, Sheila

O iled SCCRS Exg  Ro-Mlocate. Wenus, Fiona Crass, Chiistina

O L4 Filed Liver 2 Neptune, Carol Hadland. Maureen

O v Filed Liver Re-Assign. . 2 System Supervizor Hadland, Maureen

O iled SCCRS Re Wenus, Fiona Jones, &nn

O iled SCCRS Re L “Wenus, Fiona Lamb, Katy

O Filed SCCRS H HNeptune, Carol Lamb. Katy

O iled SCCRS Exc Wenus, Fioha Lougheed, baviz

O iled SCCRS Exg Wenus, Fiona Orchard, Samantha

O lled SCCRS Res Pang, Rachel

O iled SCCRS ExC  mark as Read Wenusz, Fioha Pickard, Emily

|<—| (= Filad Crres Rad Lamis Finna Bruma lammifar
Message 4

Wiew messages for Patient hat patient is not registered at this practic

F Cervical Cytology Results Service
Patient Details Jew Result

Print... CtrHP
CHI Humber 1304575004
Hags Consulkation Manager BOOT, BELINDA
Date Of Birth 13/ 04/ 1857
2. A progress bar display
as the message files Vision Filing:

onto the patient CTTTTTTT T

record.

Logging in ko wizion...

3. A message stating that ;
the filing was Mail Manager [‘5_<|
successful appears. —

Click OK.
' E Filing successful
) L]

.................................

.................................

When the message is filed, the filing status changes from Autofiling requested to filed

=

Filed SCCRS Result 04/06/2008 09:43 |
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Filing Multiple Messages

To file more than one message at the same time:

Select the messages you would like to automatically file by ticking the boxes
next to the messages.

Statuz | Type | Fead | Date Staff | Patient
=] Available for filing SCCHS Recall Date... [ ] 11/06/2008 09:46 Meptune, Carol Cane, Julie
Available for filing SCCHS Result O 11/06/2008 09:48 Meptune, Carol Cane, Julie
e Ol CrrDOC Comh

(RPN al (LR uingoplyinialpia iy In] LTy Cimem - Mo Lalim

2. Click on the arrow next to the file icon and select Ticked - File All.
0. 4 . % .8, 9.9 .5 % H
Tick. Allocate Assign File Read Print Active Find  ConMgr  View

File abnarmal

| | | status T[Ty Consider Fiing Complete | Staff | Patient
B=]] Available For filing SCCRS HecalrDate. - [ TT706/2008 09:46 Neptune, Carol Cane, Julie
Awailable for Filing SCCRS Result O 11/06/2008 09:48 Neptune, Carol Cane, Julie

3. A progress bar appears
whilst the messages are
filing.

¥izion Filing:

Logging in ta vision...

4. A confirmation message

appears when all the Mail Manager _|
messages have filed.

- | J Ticked - 'File Messagels)' Completed

.................................
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Clinician - View, Mark as Read, Action

Clinicians can mark each message as read and allocate an action for another member
of staff to carry out. Alternatively, as you might only want to add actions to SCCRS
results, you can also action and mark the message as complete in one step.

Note whilst you are able to complete the message without adding an
action, for audit purposes this is not recommended.

»

Aletts 3
Allocate. .,
Right Click Fe-Allocate. .,
Menu .
ST
Items Re-fssign. ..
highlighted in File 4l
blue are clinical File Abnormmal
functions. Consider Filing Complete
Edit: Filed item. ..

Lelete fled iten, ..

Mark as Read

Matk as Complete

Message k

Yiew messages for Pakient
Wiew ariginal
Patient Details

Primk. .. Chrl+P

Archiving F

Consulkation Manager

It is normally the role of the clinical staff to make sure messages are:
e Viewed
e Marked as Read
e Actioned
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View the SCCRS Message

To view the SCCRS message click on the message in the list. The message displays
in the bottom pane.

o= Mr, System Supervisor - Mail Manager

File Filter Message View Tools Help
w o B0+ % B a9 .5 4 H
EBack. Forward — Refresh  Actions Tick. Allocate Assign Filz Read Frint Active  Find  ConMagr  View
Incoming Mail e
Patients | MocurentPatient | |1 |staws | Type | Read | Date | stat | Patient &
Staff ] Actions O Filed SCCRS Exclusion O 11/06/2008 09:46 Meptune, Carol Cane. .
2 ok, Al Mai = O F!Ied SCCRS Exclusion O 11/06/2008 09:46 MNeptune, Carol Cane. .
ml SCCRS BecallDate 1 11/1 s
é :Staff [‘.I 4 Wail 1 SCCRS Result ] 11/06/2008 09:48 MNeptune, Carol Cane,
- ;Cﬂgrjloc:'te vl TTCRG Crchmon, T OOE (a0 Wertus, T Tane, L
+ % Dodtor, Associate O SCCRS Recal Date Cha. 04/06/2008 03:43  Yenus, Fiona Corbett,
i * Dnctnr‘ Locum O SCLCRS Exclugion 04/06/2008 09:49 Wenug, Fiona Cross, C
T i‘ G Tr.;inee (] Liver O 10/06/2008 21:12 Meptune, Carol Hadlan
o i. Jupiter, Michael ] Liver O 10/06/2008 21:12 Spztem Supervizor Hadlan
+-f Mars, Mel O SCCRS Result 04/06/2008 03:49  “enus, Fiona Jones, &
¥ i Mercury, Jane ] SCCRS Recall Date Cha... 04/06/2008 09:.49 Wenug, Fiona Lamb, K.
+ * Meptune, Carol (] SCCRS Recall Date... [] 11/06/2008 11:49 Neptune, Carol Lamb,
+ * Murse, Practice SCCRS Exclusion O 11/06/2008 09:46 Meptune, Carol Loughe
+-f Prescriber, Murse SCCRS Exclusion O 11/06/2008 09:46 Neptune, Carol Loughe
¥ * Fieceptionist, Fabulaus ] SCCRS Exclugion 04/06/2008 09:49 Wenus, Fiona Loughes
-4 Satum, Sarah m &= Filerl SCCRS Frrhusinn W NMRZIIANG 49 Venos Finna Mrehard ¥
-~ & System Supervisor £l I i
+- (] Urread 1
+- § Wenus, Fiona =
=I-[Z3 Outgoing Mail . _— N : . =
4 & Unalocated Mai WWarning - the message indicates that patient is not registered at this practice
+ i Doctar, Associate electronic Notification of Cervical Cytology Results Service
+- & Dostor, Locum Exclusion Information
+-f Gp. Trainee
+ - f Jupiter, Michael
+-f Mars. Mel CHI Number 2805715004 =
* * Mercury, Jare Hame Botting, Catherine
+- & Meptune, Caral
¥ * Murse, Practice Date Of Birth 28/ 05/ 1871
2 I Prescriber, Nurse GMC Code of Registered GP 1020204
+ Receptionist, Fabulous . "
& * Saturm, Sarah Practice Code N30006 v
+-§ System Supervisor X - -
+- & Wenus, Fiona Exclusion | Actions MJM

Mark the message as read

Once you have viewed the message You need to Mark it as Read,
1. To do this simply click the Read box:

Type Read
SCCRS Result
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View the patient record

To view the patient record, the required result and click the ConMgr icon. This will
open their record in Consultation Manager:

Select the - B Y SR S = T I I =
message then Ba:k FDrWard i Refresh  Actions Tick. Allocate #Assign File Read Print Active Find| ConMar | Wiew
N ncoming Mail
FIICk the ConMgr Steff | actons | Patisnts | Mo curent Patient | |1 [ [ taue Tvpe | Read [ Date [ star_
icon to go to the Bl s A1VE <5 B St e DS o

patient record

Add an action(s)
To add an action:

Actions can be added to a message 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 message and select Actions.

o — L — m — - =1 — =¥ — - < Lo}

-
ions Tick Allocate Assign File Print Active  Find  ConMgr

| | | Status | Type | Re... | Date | Staff
¥ IZ] Available for filing EDTA O 0570272007 1. Hill. Alison
¥ &2 Available for filing SERUM O 0570272007 1... Hill. Alison
¥ & Partially filed URINE O 0570272007 1... Hill. Alison
¥ IZ] Available for filing  24H.URINE O 0570272007 1... Hill. Alison
A = - }
3

T

------ Alerts *|  No Action Required -
Dr To Contact Patient "
I :’ . I\(J)n tOf Ki
nform Nex n
Re-Allocate... )
Pt To Make Appointment
Result OK at
< Re-Assign... Collect Script
Repeat Test =
File Al See My Notes |
Laboratg  File Abnormal Make Routine Appointment
Sender: ¢  (Consider Fiing Complete I UbServations
CERT..IISLE iy "Serum lipids"
Recipient - .
SERUM LIPID REPORT: Fleazse
Reguestor
Date: 09/ o
L PR, T - - ' - "Serum cholestercl™ &.7 mmc

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:

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

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.

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

50
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Set by - the person
adding the action and
the date the action
was set.

date of the action.

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.

— i — Contact detailz: ¥
Date'- This is optional - Patient:  Haddock, kan
type in the expected Address: 19 Datland Green, Leeds, LS7 15M

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.

4
Action by IEips
Statuz INewa.&ctiDned
4
OF. Cancel

Contact details: Patient
name, address and contact
numbers are shown here.

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

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

/

j Complete:

/"' Caonfidential [ <

-

/

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

/

/

/

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.

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 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
appears here.

| | | Status Tupe ‘ Read | Date ‘ Staff | Pat@!\ Wt Copy
O (3 Filed SCCRS Result 04/06/2008 05:49 Pang. Rachel Acceptable For Patient Mo
O (3 Filed SCCRS Result 04/06/2008 09:49  Wenus, Fiona Eotting, Catherine Mo

Action and complete together:

You might want to action and complete the message at the same time if no further
processing is required.

Fead | Date

P atient

1. To add an
action, right click on the n
message, select Actions ‘

1t
Actions...

and pick the required . Alerts 4 Acceptable For Patient 8
action :[ Make Gp Appointment Non-Urgent A
' :E Re-Allocat Make Gp Appointrment - Urgent i
:E FrAlocae. Make Murse Appointment r
:[ Repeat Test a
i : a
2. To complete it at the
. Add Action X
same time make : =
. Contact details:
sure that y0U tICk the Patient:  Jahnson, Yera
. Address: 43 Cochrane Close, Rowner, Leeds, 2799 5727
complete box. Click Contant
OK Mumbers:

Add:
Setby:  Mr System Supervisor 10/06/2008

Date: |01}06/2002
Code:

Text: Acceptable For Patient

J Patient specific: [+

Action by ‘F‘rascribal, Murse j Confidential: [
Status: ‘ Newly Actioned j I Complete; I
OK Cancel |

3. Once the message is Completed, it will disappear from the current Active
screen in Mail Manager.

For audit purposes, we recommend that you always add an action to
an SCCRS Result, even if you immediately complete it. SCCRS
messages cannot be archived without a completed status. See
Archiving on page 55.
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Other Mail Manager functions to consider for
SCCRS-GP

Local Identifiers — mapping SCCRS messages to other health
care professionals

SCCRS messages are automatically allocated to the patient’s usual GP in Vision.
Although it is possible, once agreed with SCCRS, to allow for other health care
professionals to directly receive SCCRS messages i.e. practice nurse.

SCCRS will attach a local ID to the message. This can be located in the header tab in
the staff member section in place of the GMP code. Make a note of the Local ID then

continue with the steps below.

1. First of all the nurse, locum etc must be in the staff file (Control Panel - File
Maintenance - Staff).

2. Select Tools - Local IDs.
3. To add a Local Identifier, click on Add.

4. Enter the ID for the nurse or locum found in the SCCRS message in Local
Identifier, and select the staff member from the picklist under Staff
Member.

5. Click OK.
6. Highlighting the local identifier you have just added, click on Apply.

All future messages which contain this code will be automatically allocated to this
member of staff.

Autofiling SCCRS Messages

You are able to configure Mail Manager to automatically file the contents of SCCRS
messages onto the patient record upon receipt into Mail Manager, this saves you
from having to manually file each message. By default, Autofiling for SCCRS
messages is disabled. To enable the automatic filing of SCCRS messages onto the
patient record:

1. From Mail Manager click on Tools-Options.

e Mr System Supervisor - Mail Manager,
File Filbet Message “iew WNIERES Help

& = Lookup. ..

Back Forward  Refre Local IDs..,

Fatients ] Mo current Patient ]
Staff ] Actions ]
All dates, Al Mail X

2. Click on the Autofiling tab and tick the box for SCCRS.
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£ x|

Message] Pathology  Autofiing

Ticked meszage types will be autofiled:

SCCRS
[ 5C1 Dishetes Collaboration

oK | Cancel

3. Click OK to save.

4. The following SCCRS Messages that are received will be automatically filed to
the patient record.

e SCCRS Results
e SCCRS Date Change recalls
e Smear Defaulters

They must contain a valid Read code and be automatically assigned to a
patient and allocated the usual GP when the message is initially received.

Note Green ticks do not display within the filed message as with
Pathology messages. The audit tab keeps a record that filing has
taken place.

Printing Results

You can print SCCRS Results from Mail Manager (Right click on the message and
select Print) or from View Mail for Patient in Consultation Manager:

Audit Trall

A full Audit Trail is displayed in the audit tab for each SCCRS Message which displays
the user action, date, time, and name of the person who performed the action.

54 Vision 3 - SCCRS-GP User Guide



Audit Trail e
[ DAIE [ D [STAFFTYPE[QUALFER| NaME [  mxr |

21/05/2008 |, - Mr System  [Action (Acceptable For Patient) for Miss Nurse Prescriber added. Copy
10:10:57 - N Supervisor (166) Creatsd
3 i) Ar Sv
Ié ?S _I,?DS 2 2 23}]?;1‘:? Marked as read by user
21/05/2008 |, - Mr System -
2 2 . Message filed
10:10:40 Supervisor =
2 i) / T
Ié ?S ,:EDS 2 i 25}]2;1?; Assigned to Miss Caroline Wombwell
i) / T
?é E;) I'SOUS 2 2 ggpi;i?; Allocated to Dr Carol Saturn
sl ¥ .
[1](13 E;) 1' SO Cs 2 2 25}]2;?:;; Remaove duplicate status
&1 o
g; EE _;SUS 2 2 ggpi;it:nf Added to Message Queune
&1 o
gé EE ;g e 2 2 ggpi;ie;? Message marked as duplicated
0 Message loaded using SCI_PathoeMCD xsl version 2.0 08/01/2008

SCCRS Smear Hesult] Act\ons] Header & dit

Archiving

SCCRS messages should be periodically archived in Mail Manager. 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 on
screen help for further instructions.

SCCRS messages are eligible for archive when:
e They have been completed
e They are older than 30 days

Maximise Mail Manager Performance
In order to maximise the performance of the Vision system, all users in Scotland
MUST switch on the auto refresh facility in Mail Manager by following these steps:

1. Login to Vision. Open Mail Manager (found in the Messaging section of the
main menu).

2. Select Tools - Options.

Ensure the Refresh tickbox is checked and the interval set to 10 minutes. Also
check the "Process messages when refresh selected" option. Click OK.

Note that if you have not been running Mail Manager every day, the
first time you do this you may notice that Vision is slower until any
backlog of messages has been processed.
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