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Vision Daybook

Introduction

Vision Daybook is a new Vision module which allows you to create, track and
complete clinical and administrative tasks within your practice. All patient tasks are
additionally displayed on the Reminder within Consultation Manager and
Appointments.

Examples of common clinical and administrative tasks include:
e GP to ring patient regarding test results.
e GP to amend patient’s medication and re-authorise prescription.
e Nurse to order supplies.
e Reception to make an appointment for a patient.

e Reception staff meeting at 12.30 in the boardroom.

Pre-requisites
DLM 380 - You must have DLM 380 or above to access Vision Daybook.

LAN Practices - You must ensure that .NET Framework 3.5 SP1 is installed on
each workstation required to use Daybook. This was delivered as part of DLM 313
(You can see the version of .Net you have installed from the front screen of Vision -
Options - Install .Net. For installation instructions see

http://www.inps4.co.uk/my vision/vua/dim/index.html).

VES Practices - You already have the latest .NET files installed, therefore no action
is needed.

England - If you have Role Based Access Control (RBAC) enabled, you must ensure
that you contact your Registration Authority (RA) to add Daybook access to all your
staff. The RBAC activity linked to Vision Security Function for Daybook is:

« B0093 Create Work Item

Vision 3 Vision Daybook 1
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What You Need To Do:

Staff Groups - Create appropriate staff groups so that you can
allocate Tasks more effectively. See Control Panel on-screen help.

Tidy Reminders Tidy the reminders that display in Consultation
Manager, depending on how you have created these reminders you
may need to do this via Clinical Audit or Patient Groups.

Set up RBAC (For RBAC enabled practices in England) - See
“Pre-requisites” on page 1.

Set up Task Templates - The set up of Task Templates is highly
recommended to speed up the creation of Tasks. See “"Adding a
New Task Template” on page 35.

Register for a practice Webinar - Register for a practice
webinar to get the most out of Vision Daybook. For details see
http://www.inps4.co.uk/training/webinars/

Training - See your Account Manager about the different training
and consultancy options available to you. Or contact our Training
Department.
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Daybook Workflow Overview

The following diagram represents the workflow of a Daybook Task:

1. Task defined (ie
Mrs Smith needs a
telephone call)

4. Recipient(s)
complete the Task
(ie Dr Black
completes the Task
and an optional
notification is sent
back to originator)

2. Task sent to
Recipient(s) (ie
Task sent to Dr's
White and Black)

3. Recipient(s) read
and action if
required (ie Dr Black
picks up the task)

Task workflow diagram

Vision 3 Vision Daybook



Accessing Vision Daybook

Before you access Daybook, please ensure the pre-requisites have been met; see
“Pre-requisites” on page 1 for details.

To access Vision Daybook:
1. From Vision Home menu, select Daybook.

WV ¥ision - Live System : 1 P =10l x|

Modules Login Options Help

Home

Consultation Manager
Appointments

Registration

Daybook

wWww.inps.co.uk

Vision Front Screen - Home- Daybook

2. The Daybook loading screen is briefly displayed.

<, VISION

Vision Daybook

\ Version 1.10

Copyright @ INPS 2011

Daybook loading screen

3. Daybook is displayed.

4 Vision 3



Ay Vision Daybook - System Supervisor

=18]x]

Fle Actiors  Wiew Tasks Go  Took Hep

D-PR D LA R Sl 9 0-
ToDho List IHySﬂTnd-c:I My Actioned Tasks | Taks for Patiend | A3 Dutitandieg Take |
T,,,#, M;Bimm oll vy grons - Flease Reauthorise the following::
L[ F Duspas % [Task [ Patrn., [ Assigred By [ Aussigned On [T [T PP
SUSAM SIMMONDS 1200
! zimsrzon Usgipt Coll Requied  JOH CE 19/12/... Al GpeSiviem Super..  Syrtem Supe 230872011 11:10
Reading
Tasks for All Pane - This
To _Do List My Sent My Actioned Patient — Outstanding can he
— Displays Tasks - Tasks - Displays Tasks — displayed to
your _ Displays Displays your tasks Displays all the Right or
outstanding tasks you completed attached to a outstanding Bottom of the
tasks. have sent tasks. patient tasks except screen, or
Self-assigned switched off
Tasks.
X motifications and Announcements
|| Eftective Date Drescrpten | Patsrt | ssigred To | tsszigred By | Assigned On
JF D021 12M Please Reauthonze th,.. ALICE SMITH 104104, System Supervizon Jane Marz aas2me 1x:m
o DESOR/2011 D354 Flease Reauthonse th... YIVIENME DUNHILL ...  System Supeivisor; Jamne Mars 008720011 54
Notifications and
Announcements —
These are for
information only.

4 Doerng, F Unread

i start| T vision - Live System

% vision Daybook - Syst._..

An example of Vision Daybook

[3eEREE 1w
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Vision Daybook Toolbar

The following buttons are available on the Vision Daybook toolbar:

o
i Add New Task - To add a new Task, or using the down
arrow, a hew announcement or self-assigned task.

e
o = Open Item - To open a task.
. Ed Edit Item - To edit a task.
[ ]
. Register Interest - To claim a task sent to more than
one person.
iy
o o Decline the Task - To refuse a task sent to more than
one person.
. v Complete Task - To complete a task.
. = Return to Sender - To refuse a task and return it to its
originator.
o Make Appointment - To view and book from available
appointments.
. K Record Medical History - To record history to the

patient record.

. Select Patient - To select tasks for a specific patient.

. == Refresh the List - To manually update the task lists.
P

o & Options - To view and edit Vision Daybook options.
[t ]

Out of Office Manager - To set up and edit Out of
Office messages.

. = Search for text or people
— To search any data within Vision Daybook, ie tasks for a
colleague. This option is tab specific, use from the All Outstanding
Tasks tab to search the whole outstanding Task list.

i‘r. Launch Application - To launch Consultation
Manager, Appointments or Mail Manager modules.
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Creating Tasks

A task is a job or a piece of work that an individual or group is given to do. It is
usually quite short in duration or has a deadline, and a response is sometimes
required. There are three general categories of task:

o Specific Action, usually tasks that require further action. (See
Adding a Specific Action Task on page 7).

e Announcement, usually no further action required. (See Adding a
New Announcement on page 9).

o Self-assigned, usually a reminder to self. (See Adding a New Self-
assigned Task on page 11).

Adding a Specific Action Task

To add a new task for either a member of staff or a staff group within Daybook:

1. From Daybook, click B or select Task — New.

Add New Task 10| x|
Tenpice: [ - | More. |
Description I
Attached to patient [ &

Due By [Mon oa07i2on =] & [ =] - | =]
i Highlight in uzer's list when tazk iz overdue r Matify me when the task iz completed
Pricrity: " Urgent ' Routine " Low Pririty
To %|
Test: ;I
Ok | Arother | Cancel |

4

Add New Task screen

e Template - Allows you to select a predefined task from the
Frequent Task List. For further details on adding templates refer
to Task Templates on page 34.

e More - Allows you to select any predefined Task. For further
details on adding templates refer to Task Templates on page 34.

Vision 3 Vision Daybook 7




Note - If you are using a template, some of the following steps may
already be completed automatically but can be altered if required.

o Description - Enter a description for this task, ie Make
appointment for patient.

o Attached to patient - Allows you to attach this task to a patient.

Select the patient by clicking on
the usual way.

and selecting the patient in

« Due By - If there is a timeframe attached to this task, select a due
date, and time if appropriate.

DueBy:  [wonosorort =] 4 [[El=] - [0 =]

Example Due By

« Highlight in user’s list when task is overdue - If you want the
due date of this task to turn red and display a clock icon for the
recipient when it is overdue, tick.

| ® z6/07/2m1

Example of overdue task displaying the overdue clock and date in red

« Notify me when the task is completed - Tick if you require
notification that the task has been completed.

e Priority - Select a priority:

Urgent ( ! precedes the task within Daybook)

Routine

Low Priority ( ¥ precedes the task within Daybook).
e To - Select the recipients required by either:

Typing into the To box, a list of matching recipients and/or
groups appears. To select from the list use the up and down
arrows and press enter. You can also type me to select yourself
or all to select everybody in the practice.

OR

Click on &3

. to view the hierarchical list of staff groups.
Ticking any group or individual enters them into the To list,
ticking again removes them.

Click into the To box to close and save the selection.

Note - Staff Groups are set up within Control Panel and, if you are not
already using Staff Groups for Mail Manager purposes, should be set up
before Daybook is used.
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Add New Task 10l =|
Template: I j More.. |

Drescription I

Attached to patient Il & |

Due By: [Mon 17201 =] A& [ 7] 2 | ]

v Highlight in uzer's list when task is overdue v Motify me when the task is completed

Pricity:  Urgent ' Foutine " Low Priority

To Receptionists Health VisitorsPractice Nurse; %l

Text:

iy Practice Murse

iy Murse Prescriber

. "Mo Action Required

& Community Mursing Team &

. Community Mursing Team B

.. Diabetic Specialist Mursing

. Health Visitors

. Dccupational Therapists

L Phusintheranists LI

()8 | Anather | Cancel |
4

Hierarchical multi-select list of staff groups

Note - Even if a member of staff is in more than one group, they only
receive one copy of the task.

o Text - Type free text as required, click OK to save and return to
the task.

e Another - Saves the current Task and presents a new Add New
Task screen.

e OK to finish and send.

The Task is now in the To-Do List of the selected recipient(s).

Adding a New Announcement

An Announcement is a general message to other members of staff for information
purposes only. An Announcement does not need actioning ie Fire Alarm Test
information. To add a new Announcement, for either a member of staff or a staff
group within Daybook:

-

1. From Daybook, click on ™ and select Announcement, or click on Task and
select New Announcement.

4 Vision Daybook - Jane Mars

File  Ackions  View  Tasks G

ORPR & v
ToO Task e

Announcement
Ty

I!_I Self-assigned ;

Down arrow list - Announcement
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2. The Add an announcement screen is displayed.

1=IEY

D escription |Fire Alarm Test Today

Attached to patient I & |

Effective Date [Mon 11/07/201 =] &t J15 = < Jo0 =]

Expiry D ate: I‘I‘I.-"‘I 0/2011 'l
To [l Other Staff]] ﬂgl

Text: ;I
=
ak | Cancel |

.
Add an announcement

You have the following options:

« Description - Allows you to enter a description of the
announcement.

« Attached to Patient - Tick this if you want to attach this
announcement to a specific patient.

« Effective Date - Allows you, using the calendar that displays, to
set a date for this announcement.

e At - Allows you to set a time for this announcement

« Expiry Date - Allows you to set a date for the announcement to
expire and no longer display.

e To - Allows you to select the recipients of this announcement by
either:

Typing into the To box. A list of matching recipients appears. To
select from the list use the up and down arrows and press Enter.
OR

Click on m to view the hierarchical list of staff groups. Ticking
any group or individual enters them into the To list, ticking again
removes them and press Enter.

Remember - Add yourself if you want to see this Announcement.

¢ Text - Type any message for the announcement as required. If a
specific patient has been selected you can use the Insert key to
obtain a list of Read terms recorded in the patient’s record. Click on
the term required and click OK.

3. Click OK to finish and send.

Note -Announcements cannot be edited, so be sure before you send.

10
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Adding a New Self-assigned Task

A Self-assigned Task is a way of sending a message to yourself, eg a reminder to do
something. To add a self assigned task:

1. From Daybook, click on ™ and select Self-assigned or click on Task and
select New Self-assigned Task.

& vision Daybook - Jane Mars

File  Actions  View  Tasks G

Task n

Announcerent

| Self-assigned | ;

Down arrow list — Self-assigned

2. The Self-assigned Task screen is displayed.

Add New Task =10l x|
Template: I j Mare.. |
Description ICaII Mr Sloan at Kings
Attachied to patient ¥ ADRIAN KALLUM 24/084 922 & |
Due By: [Tuezammgrzont =] & [ =] - [ =]
¥ Highlight in user's list when task is overdue ™ Motify me when the task iz completed

Priaity: " Urgert ' Routine " Low Priority
To: System Supervisor; ﬂal
Text: Fie Rieferral Letted =]
E
Ok | Another | Cancel |
4

Example of completed Self-assigned task

You have the following options:
o Description - Allows you to enter a description for the task.
o Attached to Patient - Allows you to attach the task to a patient.

o Effective Date - Allows you to select a date and a time for this
task to be completed by.

e To: - Your details are already completed in this section, you can
add further recipients if required.

e Text - Type any details relating to the task as required. If a
specific patient has been selected you can use the Insert key to
obtain a list of Read terms recorded in the patient’s record. Click on
the term required and click OK.

3. Click OK to finish.
The Task is now displayed in your To-Do List.

Vision 3 Vision Daybook 11



Adding Tasks from Consultation Manager

You can add a new task directly to a patient from within Consultation Manager:

1. From within a patient record, a consultation does not need to be opened,
either right click on the Reminder and select Add task, or select Tasks —
Add New Task.

Elizabeth ABEL 03,01 ,/1965 {F) {NHS No: 458 673 0951) 60 Blackthorn Dri
] Consultation  Summary  Guidelines Add  List | Tasks View Window Help

,im@\||:|9|g&ﬂ‘\d fidd Mew Task .c%”p

Wiew All Tasks
L2 | Appointments tDetaiIsI

Consultation Manager — Tasks — Add New Task

Lucy June BROWMN 69 - 19/12/1941 [F)
Outztanding Tazkz:
!‘BEEHDEHEDH [drgent Call Required

Feminders:
1. [NCHD: MO EP in 15 manths ta 01,/04/2011

2 [MCHD: last BP in 15 maonths to 01,/04/2011 =
150,90 or MO BP

‘e W

Zancel
Delete
Edit:

add manual reminder

Add task
Task debails

Close

Consultation Manager - right click on reminder — Add task

2. Add New Task is displayed with the details of the selected patient
completed. Complete the task details in the usual way. See “Adding a Specific
Action Task” on page 7.
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Adding Tasks from Appointments
You can add a new task directly to a patient from within Appointments:
1. From within Appointments, right click on the Reminder and select Add task.

AT ROCM

2. Add New Task is displayed with the details of the selected patient

0500
04910
03:20

09:30
=

Cancel
Edit
Delete

Add Appointments Reminder

Jean BADDOCE 67y -
1270871944 (F)

Qutstanding Tasks:

® oz/08/201
5 137097201
@ 13/08/2011
(B 1370972011
16/09/2011
Rermindears:

1B emarosl saminder

Ackd Maruial Reminder

Mdd Task

test denvbook task

urgent overdue task -'_|
rouline averdue task

low prionrty everdue task
tack that is not overdue

13.00
1310

Appointments - Reminder - Add Task

completed. Complete the task details in the usual way. See “Adding a Specific
Action Task” on page 7.

Vision 3 Vision Daybook
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Managing Tasks

There are five tabs within Vision Daybook:

To Do List - Lists all the outstanding tasks awaiting your
attention. See ™ To Do List” on page 15.

My Sent Tasks - Lists all the tasks you have sent awaiting action.
See "My Sent Tasks” on page 23.

My Actioned Tasks - Lists tasks you have completed. See "My
Actioned Tasks” on page 24.

Tasks for Patient - Lists tasks linked to a specific patient. See
“Tasks for Patient” on page 25.

All Outstanding Tasks - Lists all the outstanding tasks within the
practice. See “All Outstanding Tasks” on page 26.

14
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To Do List

To view tasks allocated to you individually or as a member of a staff group, from the Daybook main screen, click on the To-Do List tab.

Ay Wrsion Daybook - System Supervisor ‘Jﬂﬁl
Fle Actions Wiew Tasks G0 Took  Help
-AR B T R - 2 | Search g, 0-
TeeDioLit | My Sent Tasks | My Actionsd Tasks | Tasks for Patient | A0 Outitarding Tatks
o l = ! Columns- --These-
Tosdhary Fhoe Rasks afsgned bo;  Me and ol iy groiges = b - db .
¥ _Dwb. [Ta F [fesgredlo | AsgredBy [ssgred On EX| I B —
Hext clicking-and-
r 2SR Pleass Resuthorise the ol . SUSAN S| 1B ANGpsSiem Supivics; 208/ 1108 draggingy
Mvordun
® zaro8/2011 loan at Eings ADRAIAN FALLUM 245, System Supervinon; System Supervis /0872011 12:53
LS TETEE Igen rquied JOHH VANCE 19512/, GpeSystom Super.,.  Spelem Supeiiso FA0arzm 10
Priority — .
' Sorted By - Show tasks Search: - This Category -
* for Urgent, + This arrow assigned to: enables you to Self defined
_— iy indicated which Select from the search all colour code,
for Low priority, - :
: column the list here to select Tasks for any
for Information .
™ Daybook is the Tasks text.
Only, for sorted by. displayed.
Owverdue and blank
for Routine.
. MorFashons anhd Snrouncamants
| | Effectie [ate _Diesciption | Patiert | Assigned To | Assigned By | Asugned O
Ay zasoas2011 Book man coming tod. .. [All Practice Staff];Sy... System Supereisor 270872011 07:33
o EDES2011 120 Mlease Resuthoize th... ALICE SMITH 100104...  System Supetvizorn Jane Mas 02011 12201
o DEORS2011 0954 Fleaze Aosuthonze th.. VIVIENME DUMHILL ... Syzlem Supsivisog Jano Maz DF0F200 T D54
3 } 1 e T
Due [ Task / Patient - Name Assigned To | Assigned By | Assigned On -
Effective Date Description - and DOB if the - Who the - Who Date the Task
- Date the Task Brief Task is linked to a | Taskis initiated the was initiated.
needs to be Description of patient. allocated to. Task.
completed by. the Task.

Vision Daybook — To-Do tab
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The To-Do List can be filtered to show tasks assigned to:

e Me and all my groups - The individual plus any groups they
belong to.

¢ Me (by somebody else) - The individual by some body else.
e Personal - Self-assigned.

e Groups by name - Separate groups the individual belongs to.

.‘ ¥ision Daybook - System Supervisor

File  Ackions  Wiew  Tasks Go Tools  Help

EHoP R & vE K& KT search
To-Do List | My Sent Tasksl My Actioned Tasksl Tazks for F'atientl All Outztanding Tasksl

Today Show kasks assigned to;

Me and all my groups

iMe and all ey groups -
I | ¥ DueDate | T4 Mo by samebody slee) tient
Next 7 days Personal
*nckion Required
ZEA0842011 Pld*Mao Action Required SaM SIMMORDS 1840,
Receptionists

Example of the To-Do List filter

The To-Do List has the following columns:

| When ordered by priority, items are grouped according to whether

they are Urgent ! , Routine, Low 3’, Replies or notifications of

(Priority) Returned Tasks.
Groups items according to Due Date in the following categories:
e Overdue
e Today
Due Date e Next 7 days
e Future
An option can be set to automatically navigate to today when the
list is opened.
The short description of the task. This can be sorted
Task .
alphabetically.
. The name and date of birth of the patient attached to the task,
Patient

blank if there is no patient. Can be sorted alphabetically

Assigned To | The full list of recipients of the task.

Assigned By | The person who raised the task.

ASS|Ognned The date and time that the task was raised.
# _ _ _ _
(Category) Groups the items according to user-defined categories.

Vision 3 10/04/2012



The To-Do List can be ordered by any of the columns by clicking on the column
header required. Unread items within the list are shown in bold.

When you click on an item, a reading pane maybe displayed (See Lists on page 31 )
containing:

e Full text as entered when the task was defined.

e Any comments or actions added by recipients of the task. This acts
as the audit trail for the task.

If a task is viewed via the reading pane for longer than the time span defined in the
set up, it is automatically marked as Read. The default time on this facility is 5
seconds (see “Start Up and Alerts” on page 29).

Actioning Tasks
To action a task that has been allocated to you from the To-Do List:
1. Double click on the task.
2. The task opens displaying the following:
e The grey shaded area displays the header information for this task.
e The patient demographic is displayed where appropriate.

e History shows the full audit trail of this task to date, this includes
the task itself.

e New Comments is for you to record your actions.
=10l

™
| 2 [
L0 0 | Adion: =] J Record: E & Launch:

Save Edit Complete Appointment  Hiskary Consulkation  Appointments  Mail

From:  System Supervisor Aggigned:  Tue 23/08/2011 12:53

& : Header information
o ystem Supervisor;

Task:  Call Mr Sloan at Kings Due Date:  Tue 23/08/2011
MR ADRIAN KALLUM 24/08/1922 [4466094877] P t t d h .
26 CANBERRA COURT. PRIVETT ROAD, LEEDS. 799 977 €— atien emograp IC

History W A

Fie Feferral Letter

History

Mew Comments

\

New Comments

Open task

3. Action the item as required using:

k=

. Save Changes and exit - Saves any new comments
you have made and then closes. Comments are prefixed with your
name and a time stamp automatically and are visible to all.

Vision 3 Vision Daybook 17




¥isionTaskManager x|

Mo clinical entry has been made, do you skill wish to mark the task as complete?

Edit - Opens the original task allowing any changes to
be made. The change is recorded in History with staff name, date
and time of edit.

J Complete - Select once the task has been completely
finished. If a Read code has been assigned to the task template an
SDA appears. Enter the data requested and click OK, or select
Cancel to continue without recording data. If Cancel is selected
the No clinical entry has been made message is displayed, click
Yes if you want to mark it as complete without adding a clinical
entry, or No to leave it as outstanding.

Yes Mo | Zancel |

Accept Task x|

£+ | shall deal with this task, aszign it exclusively o me

£ | zhall probably deal witk thiz task but allow ather uzers to complete the task if mare convenient

Confirm no clinical entry made message

The Complete the task or press escape to leave outstanding screen
is displayed. Add text and tick Send notification to the Author’s
to-do list if appropriate. Click OK to save and close.

<

ACCept Claim or express interest - Select this option to
accept a task that has been sent to more than one member of staff.
The Accept Task screen is displayed, select either I shall deal
with this task, assign it exclusively to me which removes it
from everyone else’s To-Do List, or I shall probably deal with
this task but allow other users to complete the task if more
convenient which leaves it available to be picked up by other staff
members. Click OK to save and close selection.

| Qk I Cancel

Accept Task screen

.

Decling Decline task - Select this option to decline the task,
the Decline Task screen is displayed, select either I will not deal
with this task, remove it from my To-Do list which removes
the item from your To-Do list, or I am unlikely to deal with the
task but will continue to monitor it (leave it in my to-do list)
which leaves the item in your To-Do list. Click on OK to save and
close selection.

18
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DeclineTask

| will not deal with this task, remove it from my To-Dio list

£ | am unlikely to deal with the task but will continue to monitor it leave it in my to-do list]

(] I Cancel

i

Decline Task screen

Quick Appointment - Launches a free slot search.
Select the date required from the Date list and then highlight the
appointment you want to book. Click OK. A Confirm Appointment
screen is displayed; Additional Notes can be added here if
required. Click Confirm. On booking an appointment, you are
offered an option to Complete the task. Complete the task if

appropriate.

BookAppointment

Date [wed24 August 2011

=101 x|

Time | Sezsion | Type -

3:30 AM Dir Saturn Ak

3:30 AM Dt Meptune Ak

340 A Dt Meptune Akd

280 Ak Dir Saturm Ak y_—

200 Ak Dr Heptune Ak

9:00 Ak Dir Saturn Ak

9:00 A D enug' Sungeny

.00 Ak a

9:00 A Dr Heptune Ak

910 A Dir Saturn Ak

310 A D enug' Sungeny

210 A am

910 A Dr Heptune Ak

920 A Dir Saturn Ak

9:20 A D enug' Sungeny

.20 Ak arn

9:20 A Dr Heptune Ak

9:30 A Dir Saturn Ak

9:30 A D enug' Sungeny

920 Ak arn

9:30 A Dr Heptune Ak

940 A Dir Saturn Ak

9:40 A D enug' Sungeny

.40 Ak arn

9:40 A Dr Heptune Ak

950 Ak Dir Saturn Ak

.50 Ak D enug' Sungeny

.50 Ak arn

9:50 Ak Dr Heptune Ak

10:00 Ak Dir Saturn Ak il

« | LIJ
] | Cancel I

4

Book Appointment screen
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K

. Histary Record Clinical Data - This displays a History — Add
screen that can be completed in the usual way. This enables you to
record data in the selected patient’s record.

. ﬁq Launch Consultation Manager - This launches
Consultation Manager and selects the patient assigned to the
task. The task remains open.

Launch Appointments - This launches Appointments.
The task remains open.

. ﬁ Launch Mail Manager - This launches Mail Manager.
The task remains open.

If you open a task and leave it open for longer than 4 minutes with no interaction,
the Closing Form is displayed.

e Click OK to close the task.
e Click Cancel to close the Closing Form.

Closing Form

You currently have this tazk locked, preventing updates by ather uzers.
Prezs 'Cancel' if pou wizh to keep the form open or '0FK to cloze the form.

The form will be clozed in -33 seconds

k. | Cancel I

Closing Form

If another member of staff is accessing a task when you double click on it, the Task
displays with a red The task is currently locked by another user bar on it.
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¥ Please telephone the patient to make an appeiniment asap

i i | s ]

{% ; He = A

This bask was nxtigned with High mporance

From:  Hilary Flopd Samgred  Mon 22082011 1055
T Jid Prasction Seali] Hilwy Flosd.

Taskc  Ploase belapkone e patert 1o make an Spporiment a4 Dus Diptec Mon ZTEVE0T1

MIZE SARAH CAIRNG 22071980 [CAIRZZ0TTE]
5. AVONDALE VILLAS, THORNER. LEEDS. LS14 3D0

Thiz tazk iz cunenlly lecked by amolber uzer

Carol Satan 220872001 10:57:
Phoned patent but not in. Will try agesn this efiemaon

Task with The task is currently locked by another user bar displayed

If you try to action a Task ie Complete one, that is in use by another member of
staff a This task is currently being updated by another user message is
displayed.

Vision Daybook

This task is currently being updated by another user. Please try laker

Lo |

In use by another member of staff message

Returning Tasks
To return a task to its originator, without actioning it:

1. Highlight the task and click =~

2. The first time this is done the Returning Task screen is displayed. This screen
explains you need to add a return reason.

Returning Task x|

Thiz option will remove the tazk from all recipientz to-do list and return the tazk to the author for
action. You will be prompted for the reazon why thiz tazk iz being returned.

Prezs OFK to return this task, otherwize presz Cancel

[T Dar't show this meszsage again 0k I Canicel

Returning Task screen

3. Tick Don’t show this message again if you do not want to be reminded of
this every time.
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4. Click OK.

5. The Please enter a reason for returning this task screen is displayed.

Tar

Text:

Enter a valid reason into the Text box.

{8 Please enter a reason for returning this task i ] 4
Description  Please Reauthorise the following:
Sustem Supervizar
Mikes patient he needs ta do this ﬂ
Jid
¥ Send a natification to the Authars to-do list

ar. | Cancel |

Y

Please enter a reason for returning this task screen

6. Click OK to save and close.

22
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My Sent Tasks

The My Sent Tasks tab displays all the tasks created and distributed by you that are
either still outstanding or completed/return to sender. The tasks can be filtered using
the Show options:

e Outstanding items
e Completed items
e Returned items

‘ ¥ision Daybook - System Superyisor

File  Ackions  Wiew  Tasks Go Tools  Help

ﬂn_.]*';}@.hh V' H-.n*@&@"" Search
To-DoList My Sent Tasks I by Actioned Tasksl Tasks for Patientl &l Outstanding Tasksl

Show: v Cutztanding ikems v Completed ltems ¥ Retumed items

I | A Achion Date | T agk | Patient |.-’-'-.ssigneu:| to |
My Sent Tasks tab with Show options

Outstanding items can be:

e Edited - Click = on the tool bar. Click on OK to accept any
changes. The edited task automatically updates as unread for all its
recipients.

o« Resent - Select Edit and then click OK.

e Deleted - Right click on the task and select Delete.
Completed items can be:

¢ Resent - Right click on the task and select Resend.

e Deleted - Right click on the task and select Delete.
Returned items can be:

¢ Resent - Right click on the task and select Resend.

o Deleted - Right click on the task and select Delete.

Open Chrl4+0
Resend
Edit Ckrl+E

Wiew basks for patient

Mark as unread

Express Interest F4
Decling Task F5
Return to sender F&
Delete

Complete F7

Right click menu
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My Actioned Tasks

The My Actioned Tasks tab lists all the tasks that you have been personally
responsible for actioning (either completing or returning to sender). Tasks can be

reissued from here:

Call Mrs Gilbert re her Brother

]

Reissue _-__i:,*

Reissue  Accept

From:  Jane Mars

Ta: System Supervisor;

™~

Decling

Task:  Call Mrz Gilbert re her Brather
MR MARK CLIFFORD 0770371965 [45804293597]
134. TUKES AYENUE, LEEDS. 299 977,

History W A

Assigned:

Due Date

=1olx

Mon 18072011 12:26

Mon 18/07/2011

Daone

Concerned aboutwhether taking meds

WJane Mars 18/07/2011 12:25:

Booked an appointment with Dr Neptune PM for 14:20 on Monday 18/07/2011
"Enter free text here if required”

Completed - Jane Mars 18/07/2011 12:26:

Example of completed task

£

__!:)

1. From the My Actioned Tasks tab, double click on the task and select Reissue

2. Reissue Task is displayed; enter the task details in the usual way.

Reissue Task

Description

=10l x|

IHeautholise Therapy Please - edit here

Attached to patient v CAROL BROWM 24/08/1920

[iue By:

[wedonwzrzon =] & [ =] | ]

¥ Highlight in user's list when task is overdue ™ Motify me when the task is completed

Fricrity: " Urgent & Routing " Low Priniity
Ta i wl
Cormment: ;l
QK Arother | Cancel |
Vi
Reissue Task
Vision 3
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3. Click on OK to send and close. The History of the task is retained for audit
purposes and the Reissue is displayed in History as an edit.

Reauthorise Statins please _ lnlﬂ

Respond; » J Record: E :_E_‘ Launch: iﬁ ﬁ

Save  Edit
This tazk was assigned with High importance
From:  Jane Mars Azzighed:  Tue 1240720017 11:37
To Receptionists:
Taszk: FReauthorize Stating pleaze Due Date; “wWed 13/07/2011

MISS BERYL BROWN 16/11/1999 [6564707613]
18. MILL POND ROAD. LEEDS. 799 977.
History W A

Jane Mars 12/07/2011 11:37: ;I
Booked an appointmentwith Dr Meptune P for 14:10 on Tuesday 12/07/2011
"Re statins"

Completed - Jane Mars 1220772011 11:37:

Appt booked

Edited - Jane Mars 13/0772011 14:47;
Criginal recipient list Jane kars;
Please call her in for bloods too

Ta

Jane

K

Mew Comments

Example of Reissued Task

Tasks for Patient

The Tasks for Patients tab allows you to view outstanding and completed tasks for
a specific patient:

1. From any tab, press <F3>, or select Go — Select a Patient.

‘ Yision Daybook - System Supervisor

File  Actions  Wiew Tasks | Go | Tools  Help

) - F @2 2|« @ | Selectapatient F2 |
ToDo List I by Sent Tazks I Py A Zonsulbation Manager Fi0 dirg
BROWN. Carol {Ms) Appoinkments Fi1

Addresz 116 THE AYENUE, Mail Manager F1z kn

Go - Select a Patient

2. The Vision Select Patient screen is displayed; select the Search Attribute
required from the list and then type the search criteria into Search Details.
Click on Find.

3. A list of patients that match your criteria is presented. Highlight the patient
required and click OK.

4. The Tasks for Patient tab is displayed with all tasks available for the
selected patient visible. Double click on any of them to view the detail and
action as appropriate.
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To view the full address details for a patient from Tasks for Patient, click on the bar
under the NHS number details.

- 181

Gender Male MHS Mo, 579 598 6372

Full address bar

All Outstanding Tasks

The All Outstanding Tasks tab displays all of the tasks that have not yet been
completed. This is regardless of to whom they have been allocated, but does not
include Self —assigned Tasks.

It is possible to claim and action any of these tasks from this tab, by double clicking
on the task and processing in the usual way. See “Actioning Tasks” on page 17.

Managing Tasks from Consultation Manager

Outstanding tasks are displayed at the top of Reminders within Consultation Manager
on each patient. If there are no Outstanding Tasks, Reminders displays “There are no
outstanding tasks”.

Keith SAM 33% - 18701 /1978 (M)

Cutstanding Tasks:
There are no outstanding tasks

Heminders:
1B manual reminder

No outstanding tasks

If there are outstanding tasks for the patient, they are displayed.

Jean BADDOCEK b7Y -

12708/1944 (R

Cutstanding Tasks:

(B 0z/09/2011 test dayhook task

!31 13/09/2011 urgent overdue task

("% 1370972011 routine overdue task

':_i::j. 1340972071 low pricriy owerdue task
16/09/2011 taskthatis not overdue

Reminders:

1B manual reminder

Outstanding tasks

26 Vision 3



To action the task from Consultation Manager:
1. Right click on the outstanding task and select Task details.
2. Action the task in the usual way. See “Actioning Tasks” on page 17.
To view all tasks relevant to a selected patient from Consultation Manager:
1. Select Tasks — View All Tasks.

*  Lilian GALLERY 84Y - 08,/08,1927 {F) {(NHS No: 580 277 8016) Flat 23 Pilbrc
] Consultation  Summary  Guidelines Add  List | Tasks Wiew Window Help

Elod ki R 2| ¢ & % + NG addtiowTask  fpq |

I £I | I| Wiew All Tasks Ii

Tasks - View All Tasks

2. All Task displays. Tasks can be actioned in the usual way. See “Actioning
Tasks” on page 17.

Managing Tasks from Appointments

Outstanding tasks are displayed at the top of Reminders within Appointments. If
there are no Outstanding Tasks, Reminders displays “There are no outstanding
tasks”.

Keith SAM 33% - 1870171978 (M)

DOutstanding Tasks:
There are no outstanding tasks

Heminders:

1B manual reminder
No outstanding tasks

If there are outstanding tasks for the patient, they are displayed.

Jean BADDOCEK 67%Y -

12/08/1944 (F)

Cutstanding Tasks:

(® 02/09/2011 testdayhook task

t_?j; 13/09/2017 urgent overdue task

(¥ 13/09/2017 routine overdue task

Ci":j, 13/09/2017  low priorirty owverdue task
16/09/2017 taskthatis not owverdue

Feminders:

1B manual reminder

Outstanding tasks
To action a task from Appointments:
1. Right click on the outstanding task and select Task details.

2. Action the task in the usual way. See “Actioning Tasks” on page 17.
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Managing Notifications and Announcements

Notifications and Announcements (referred to here as Announcements) are displayed
in the bottom section of the To-Do List (see To Do List on page 15). They are for
information and reference only and do not require actioning. As Announcements all
have an expiry date included, you do not have to process them in any way, they are
removed automatically when they expire. If however you wish to remove an
Announcement:

1. From the To-Do List, right click on the Announcement you wish to remove.
2. Select Hide.

Note - You cannot unhide an Announcement, Hide acts very like a
delete option.

Set up

To set Daybook to open automatically when you log into Vision:
1. From Vision front menu, select Options — Daybook Startup.

N Yision - Live System
Modules Login | Options  Help

Setup...
v Use Advanced Prinking
Use Advanced Label Printing

Mailbo: Skartup

| Davbook, Startup

Inskall \Met Framewark

Vision front Menu — Options — Daybook Startup

Security

Note - To change these settings, you must be logged into Vision as an
Administrator

Access to Daybook is managed from Management Tools - Control Panel -
Security. By default everyone has full access to Daybook; this should be left so that
all staff can access their own tasks.

England

If you have Role Based Access Control (RBAC) enabled, you must ensure that you
contact your Registration Authority (RA) to add Daybook access to all your staff. The
two RBAC activities linked to Vision Security Function for Daybook are:

« B0093 Create Work Item
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Options
To set up the options within Vision Daybook:

1. From Vision Daybook, select Tools - Options.

.‘ Yision Daybook - Jane Mars
File  Actions  Yiew  Tasks Go | Tools | Help
. @ :ﬁ ::g out of OFfice Manaager. ..

To-DoList | My Sent Tasksl My Actioned I ptions. .. I |Ta$k$|
Practice Setkings....

Today Show tasks assigned to:  Me

Vision Daybook — Tools - Options

2. The Vision Daybook Options screen is displayed. There are two tabs:

Start Up and Alerts

Yision Daybook Dptions =
Startup and alerts | Lizts |

On startup show the windos: I'&"t its nomnal size j

Initial T ab [ToDo List |
vV on ghartup go o taday

Check for new tasks eveny: |4|:| 3: & Seconds € Minutes

On Mew Tasks: IShu:uw a ballon tip detailing the task[z] j

Dizplay balloon tips for IE seconds

r Dy ghow alerts when minimized

(] I Cancel

Vision Daybook Options

On startup show the window - Allows you to select how you want to
initially display Vision Daybook:

o At its normal size - Partial screen.

e Minimised in the system tray - |Eappears in the system tray
in the bottom right corner of your screen. Daybook also appears
minimised on your Taskbar.

e Maximised - Full screen.

Initial Tab - Allows you to select the tab you wish to be initially presented
with:

e To-Do List - lists outstanding tasks.
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e My Sent Tasks - lists tasks you have created.

e My Actioned Items - lists completed tasks.

o Tasks for Patient - lists tasks for a specific patient.

« All Outstanding Tasks - lists all outstanding tasks for all staff.

On Startup go to today - Tick to display tasks that need to be dealt with
today as the starting point within Vision Daybook.

Check for new tasks every - Select a time period for new tasks to be
checked for by using the up and down arrows and then selecting Seconds or
Minutes.

On New Tasks - allows the selection of which icon is displayed when a new
task is received:

e Highlight the icon but do not show balloon tips - E The
Daybook icon within the system tray turns yellow when new tasks
are allocated to you.

e Show a balloon tip detailing the task(s): A balloon notification
displays the task detail in it when a new task is allocated to you.

Yision Daybook
Earry Jatta:

This is a new kask

New Task Assigned From

¢ Show a ‘New Tasks’ balloon tip: A balloon appears with new
Task(s) Assigned when a new task is allocated to you.

¥ision Dayhook

MNew Task(g) Assigned

New Tasks Assigned

Note - The icon for no new task received is the Inactive iconm

Display Balloon tips for n seconds - Select a time for the system tray
balloon tips to display by using the up and down arrows.

Only show alerts when minimised - Tick this if you only require an alert to
appear when Daybook is not maximised.

30
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Lists

¥ision Daybook Options K|

Feading Pane I To the right

tdark tazks as read when viewed for |5 3: geconds in reading pane [0 = aff]

Categaries

q; Green Category
q; Blue Category
Cﬂ Yellove Category
q; Red Categony
q; Black Categorny
dncategonzed

] I Cancel

Vision Daybook — Options -To-Do List tab

Reading Pane - Select To the right, At the bottom or Off from the
available list to determine where the Reading Pane is displayed. The Reading
pane can be set differently for each tab, see Reading Pane on page 32.

Mark tasks as read when viewed for nn seconds in reading pane -
Select the amount of time to view a task, by using the up and down arrows,
before it is automatically marked as read (where nn is a number). Enter 0 to
turn this option off and use the right click.

Categories - You can categorise your tasks for your own reference using
different colour flags. The text associated with the flags is changed by right
clicking on the flag and selecting Rename. Type in the new text and then
click OK to save and close. To use the flags see “User Specific Categories” on
page 38.

Yision Daybook x|

Enter the descriptian far this uzer-defined categon

Canzel |

IF'aIIiative Fatient

Right click - Rename

Click OK to save and close Vision Daybook Options.
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Practice Settings

Practice settings are used by Vision Daybook to work out when a task is due; it
enables the system to skip weekends when a due date is entered as nn days (where
nn is a number)

1. From Daybook, select Tools — Practice Settings.

*' ¥ision Daybook - Jane Mars

File  Acktions Wiew Tasks Go | Tools | Help

'a - l} | ot o o Out of Office Manager. ..
To-Dio List I by Sent Tasks My Actianed options. ..
I ! I ¥  Action Date I Task Practice Settings....

Tools - Practice Settings

2. The Practice Settings screen is displayed. Using the available lists of Open
and Closed, select the days your surgery is closed.

x
Practice Working D ays:
Maonday Open - I
Tuesday Open -
wednesday Open -
Thursday Open -
Friday Open -
S aturday Closed -
Sunday

QK. I Cancel |

Practice Settings with Saturday and Sunday closed
3. Click OK to save and close.

Important - This is a Practice wide setting, not an individual setting.

Reading Pane

You can set the Reading Pane to display in a different place for each tab if required:

1. From Daybook, select the tab you wish to set the Reading Pane for.

2. Select View - Reading Pane and then either Right, Bottom or Off.
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& Yision Daybook - Jane Mars

File  Actions | Wiew | Tasks Go  Tools Help
a - L} @ Toolbar Search
To-DoList My 3 Status bar Il Dutgtanding Tasks I
Chor EIuI:I| Reading Pane 3 | Right
| | ¥ Action To-Do List (Crl+ Shift+T Bl
My Sert items Chrl+5hift+3 Off
My Bckioned items CErl+Shift+4
Tasks for Patient Ctrl+Shifk-+HP
all Outstanding Tasks Chrl+3hifE+0

View — Reading Pane

3. Apply this setting to all tabs? is displayed, select:

e Yes - All tabs will have the Reading Pane in the same place.

e No - Only the Reading Pane on this tab will be updated.

Yision Daybook

3’) Apply Ehis setking ko all kabs?

Yes Mo |

]

Apply this setting to all tabs? message

Vision 3 Vision Daybook
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Task Management

Within Daybook there are several utilities that assist in the day to day running and
management of tasks:

Task Templates - Enables templates to be set up for common
tasks.

Maintain Frequent Task List - Ensures the templates you use
most are offered first.

User Specific Categories - Allows you to colour code for your
own tasks.

Out of Office - Notifies anyone allocating a task to you that you
are not available.

Archive Old Tasks- Enables you to set an individual archiving
protocol to manage your initiated tasks

Task Templates

Many tasks have certain things in common, ie Make an urgent appointment always
has a patient attached, always has an Urgent priority, and may always be assigned
to the same staff group. Task Templates are therefore available to speed up the

entry of more common tasks. These can be created, edited and deleted by anybody

on the system.

To maintain Task Templates, from Daybook, select Tasks - Maintain Task
Templates, select the action you require:

YisionTaskManager x|

Please confirm that wou wish ko permanently delete the kask kemplate 'Urgent Appointrent’

Edit - To change an existing template, click on the template and
select Edit. Change details as required and then click Finish to
save and close.

Remove - To delete an existing template, click on the template
and select Remove. Click on Yes to the confirmation message.

Yes Mo | Cancel |

Remove confirmation message

Create New - To add a new template, select Create New. See
Adding a New Task Template on page 35.
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Maintain Task Templates - 01|

Ewizting Task Templates
Reautharise

Urgent Appointrisnt Edit |

Hemowve |

Claze |

Maintain Task Template screen

Adding a New Task Template

To add a new task template to Daybook:
1. From Daybook, select Tasks — Maintain Task Template.

5. Click Create Mew |

3. Add Task Template is displayed.

4 Add Task Template x|

Template Mame: IHeauthorise

The unique name of the task template to be diaplayed in template lizts

Task Description: |Please Reauthorize the following

The default description for tazks created wzing this terplate

Froperties: ¥ Tasks created from this template are normally attached to a patient
Default due date |2d [a= & date offzet from date of task creation)

i Highlight when the task is overdus

Default pricrity I Routine hd l
Al Gps: =l wl

On completio: [ Matify the author

V¥ Addrecord  Other medication review Change |

Default recipients:

Initial Test

Ok I Cancel |

4

Add Task Template
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4. Complete the template with as much information as you can:

Template Name - Enter a name for the template.
Task Description — Describe the task being requested.

Tasks created from this template are normally attached to a
patient - Tick if this is required.

Default due date - Enter the normal time span required ie 3d for
3 days, 1w for 1 week.

Highlight when the task is overdue - Tick if this is required.

Default priority - Select Routine, Urgent or Low Priority from the
list.

Note - The default priority is Urgent.

Default recipients - Select individual staff members and/or staff

groups if required by clicking on El, expanding the lists of staff
and groups and ticking against them.

Remember - Staff Groups are set up through Control Panel.

On Completion Notify the author - Tick if required.

On Completion Add Record - Tick if required. A Read Dictionary
screen is displayed. Select the Read code you require and click OK
to save and close.

Note - Any Read code entered here is recorded to the patient’s record
and should therefore be accurate and QOF appropriate.

Initial Text - Enter any text that is valid for this request.

5. Click on OK to save and close.

36

Vision 3



Maintain Frequent Task List

This function allows the most frequently used templates to be offered first when a

new task is added.

1. From Daybook, select Tasks - Maintain Frequent Task List.

2. The Maintain Frequent Task List is displayed.

Maintain Frequent Task List

Frequent T azk, List

Reauthorize

<< Add

=101 %]

Femove »»

fliowe up

fel e dam

Sief az default

ak. |

All Tagks

Telephone Call Feguest

KN i
Cancel |

Maintain Frequent Task List screen

3. All available task templates are listed under All Tasks. Click on the template
you want to promote to the Frequent Task List and click <<Add.

4. Repeat step 3 until all the frequently used templates are listed under

Frequent Task List.

5. To promote or demote templates within the Frequent Task List, highlight
the task required and then click Move up or Move down.

6. To remove task templates from the Frequent Task List, highlight them and

click on Remove>>.

7. Click OK.

Vision 3 Vision Daybook
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User Specific Categories

You can categorise tasks in your To-Do list. The categories have default text but this
can be changed through Tools — Options — To-Do List tab, see "List” on page 31.
There are five categories on the right-mouse menu from any outstanding task:

1. Click on the task to categorise and right click.

2. Click the Category you require.

i
-
4
-y
-

Cpen Chrl+0

Edit Ctrl+E

Wiew tasks For patient

Mark. as read

Express Interesk F4
Decling Task FS
Return to sender Fi
Delete

Complete F7
Mo Rush

Admin Task

Palliative Patient
Urgent
Sensitive Patient

Incategarised

Right click menu showing renamed Categories

3. The task displays with the relevant colour in the Category column. This can
then be displayed in category order by clicking #.

ToDoList | My Sent Tasks | My Actioned Tasksl T azks for Patignt | All Dutstanding T asks |

Today Show tasks assigned ko:  Me and all groups -
| | ¥V Due Date | T ask | Patient | Assigned To | Agzsigned By | Azzigned On | f |
Hext 7 days
10/08/2011 Please Reauthorize th...  VIVIENNE DUNHILL ... All Gps; Jane Mars 08/08/2011 10:19
Today: Monday 0870872011
® nasmes2011 0800 Please Reauthorize the foll MARTYM DUANE 28/03/ AllGps; Jane Mars 08/08/2011 08:53 -
08/08/2011 Call Mr Smith at Kings ~ ARTHUR 1AN 28/03/... Jane Mars: Jane Mars 08/08/2011 08:25 -
Dverdue
® 26072011 Please call this patient  LILIAN GALLERY 08/._. Jane Mars; System Supervisor 19/0772011 13:10 -
To-Do List with category flags
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Out of Office

You can set a number of Out of Office flags to prevent urgent tasks being allocated to
you when you are not available.

Note - This facility can only be set up by the individual concerned.

Setting up an Out of Office

From Daybook, click = , or go to Tools - Out of Office Manager.

2. Click Add.

Select the first date of absence in First Date Out of Office and then either
select a date in Last Date Out of Office or tick in Open-ended.

4. Add a description in Text as required ie Annual Leave.

™ out of Office Settings 100 x|

Fram Leatil Text

Add

Edit
First Diate Out of Office Last Date Out of Office
[o8 ugust 2m1 =] [15 August 2011 =1 Deletz |
Text " Open-ended Close |

|Annual Leavel

0k, | Cancel |

Out of Office displayed over Out of Office Settings screen

5. Click OK.
6. Repeat steps 2 and 3 if adding more than one period of absence.
7. Click Close.

If a member of staff has set an Out of Office they are displayed on the User Selection
list with@, if you hover your mouse over their name the message is expanded.
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(% Add New Task =10 x|
Template: I j Mare.. |

Description ITest far

Attached to patient ¥ MARTYM DIUAME 28/03/1344 & |
Due By [Mon 0s/oszont =] A& [ =] o | o]
ighlight in user's st when task 15 overdue oty me when the task 1 complete
IV Highlight in user's list when task is overd ™ Motif her the task i leted
Priarity: " Ungent + Routine " Low Pricrity
Tox m|
Text: -8 Adrmiristrators ;l
B0 &1 Gps
""" Odih Aszociate Doctor
----- Otk Locum Doctor
----- O el Earth
""" Oéy Trainee Gp

----- O%3 Michasl Meptune
----- gk Caral Satun
""" O Out of office from Mondap 03/03/2017 untl Monday 15/08/2011 Annual Leave

[
-85 Mirses

] | Another | Caticel |
4

Add New Task — Recipient has Out of Office set

Note - Out of Office flags are for reference only. Tasks can still be
sent to recipients that have an Out of Office flag set.

Editing an Out of Office

LA

From Daybook, click = , or go to Tools - Out of Office Manager.
Highlight the Out of Office that needs editing and click on Edit.

The Out of Office screen is displayed. Edit as required.

Click OK.

Click Close.

Deleting an Out of Office

Note - Expired Out of Office flags are removed from the system
automatically.

From Daybook, click = , or go to Tools - Out of Office Manager.
Highlight the Out of Office that needs deleting and click on Delete.
Click Close.
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Archive Old Tasks

In order that Daybook does not become unusable due to the amount of old tasks, an
archive protocol should be decided on and set up.

Important - Archive is a personal setting. The items archived are the
Tasks assigned by you only, therefore all Daybook users must set their
own protocol.

Archiving Tasks
1. From Daybook, select File —= Archive.

2. Select how old the tasks should be before archiving by either over typing the
number of days, or using the arrows.

3. Select how you want the archiving to take place by clicking one of the
following:

e Archive automatically on closedown
e Prompt me on closedown if an archive is due

o I will archive manually by selecting this option - use the
Archive Now button to do this.

4. Click on OK.
5I
Archive ltems alder than a0 3: days

"~ Archive automatically on closedown
* Prompt me on closedown if an archive is due

| will aichive manualy by selecting this option

Archive Now | 0K I Cancel |

Archive Old Tasks

Viewing Archived Tasks
1. From Daybook, select File — Archive View.

2. Archived tasks are now displayed on the Daybook screen, and Archive View is
added to the staff name at the top of the screen.

& ¥ision Daybook - Jane Mar s ARCHIVE YIEW

File  Actions  Wiew Tasks Go  Tools  Help
B-PR L& V|3 K& -
To-Do Listl Iy SentTasksl My Actioned Tasksl Tasks for Patient Al Outstanding Tasks I
I | | Due Date | Taszk | Falient |

Archive View header

3. Archived items are read only. To restore an item from Archive, right click on it
and select Restore.

4. To close the Archive View, select File = Archive View again and you are
returned to the current task lists.
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Troubleshooting

Workstation Access to PostgreSQL

In order for Daybook to run, the PostgreSQL database must be installed on your
workstation, PostgreSQL was released as part of DLM345 PostgreSQL. If your

workstation cannot access the PostgreSQL database and you try
Daybook functionality, the following errors are displayed:

to access any of the

Note - Until this issue is resolved none of the Daybook functionality is

available from this workstation:

Daybook Module

Microsoft .NET Framework J

X

Continue, the application will ignore this error and attempt to continue. If

6 Unhandled exception has occured in your application. If you click

you chick Quit, the application will close immediately.

Unable to read data from the transpoit connection: An existing
connection was forcibly closed by the remote host.

[+ Detais | Continve |

See the end of this message for details on invoking
just-in-time [JIT) debugging instead of this dialog box.

Exception Text

--- End of inner exception stack trace -

at System 10, BufferedStream ReadBytef)
< I

System.|0.|0Exception: Unable to read data from the ransport connection: An existir
at System.Net. Sockets. Socket Receive(Byte|] buffer, Int32 offset, Int32 size, Socks
at System.Net. Sockets. NetworkStream. Read(Byte[] buffer, Int32 offset, Int32 size)

at System Net. Sockets NetworkStream. Read(Byte]] buffer, Int32 offset, Int32 size)

hd

»

Microsoft .NET Framework error

If you click Continue, the Daybook module opens but is not usab

Consultation Manager and Appointments Modules

le.

If you access any Daybook utilities from either the Consultation Manager or
Appointments modules, the truncated version of the error message is displayed:

Microsoft .NET Framework 3

6 Unhandled exception has occurred in a component in your

application. If you click Continue, the application will ignore this error

and attempt to continue.

Unable to read data from the transport connection: Anh existing
connection was forcibly closed by the remote host.

v Details l Continue

x|

The truncated Microsoft .NET Framework error

Important - Please contact the INPS Helpdesk to resolve this issue.
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Appendix 1 — Daybook Task Scenarios

The following scenarios demonstrate how Vision Daybook could be used within your
Practice.

Note - These examples are for use after basic training on Vision
Daybook has been completed.

Visit Request

A patient has phoned to say he is suffering severe abdominal pains and needs an
urgent GP visit:

eFrom Vision Daybook, press <F2> to create a new task.

eSelect Template (or leave default), select a patient, leave Due
Date as today, set Priority to Urgent, from To select all the
practice GP's, add Text "Suffering from abdominal pains and
needs an urgent visit and click OK.

eFrom Vision Daybook, select the To-Do List tab

oSelect the new task (sent to the GP's group) by double clicking on
it.

oClick Accept, and select "I shall deal with this task, assign it
exclusively to me”, click OK

sAdd text in New Comments - Can be with the patient in 30
mins, click Save.

¢On your return from the visit open the same task and select
Complete.

eEnter comments if required, click OK to save and complete the
task.

eYou can see from Vision Daybook which clinician has accepted
the task and are notified when it is completed.

Vision 3 Vision Daybook 43



Phone Message

Dr X’s patient has called to say that their new tablets are causing vomiting, and so
they would like some advice:

\

eFrom Daybook, press <F2> to create a new task.
eSelect Template (or leave default), in Description type
"Please call", select the patient, leave the Due Date as today,
set Priority to Routine, from To select Dr X, add Text "New
tablets causing vomiting, would like some advice" and click

J

OK .

eFrom Vision Daybook, select the To-Do List tab. \
eSelect the new task by double clicking on it, add Text "Called
patient at 13.30, got no reply and click on Save.

eLater, select the task again by double clicking on it, click on
Return, type "Called patient at 15.00, got no reply - Please
assign to Dr Y as I am finished for the day". click OK.

/

\

eFrom Vision Daybook, select the To-Do List tab.
eDouble click on the returned task and click Reissue.
eIn To: select Dr Y, click OK.

44

Vision 3



