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Introduction

For Vision Extended Care customers, we have created a set of specific guidelines and
reports which allow for data entry standardisation and consultation report generation.

To aid this process, we have also developed a Secure Fax Solution which allows
Consultation Reports to be sent to the pati ent 6sThiswillgmpsotedhe e d
delivery of information and the speed with which GPs receive the consultation report.

This Fax Solution has been developed for INPS by Savience, who have considerable
experience in supplying systems within the healthcare field.

Overview

The purpose of these guidelines, consultation reports and tools is to simplify the data
management process fo  r the Vision Extended Care environment s.

e The guidelines enable data to be added quickly and easily, ensuring
that data is added in a concise and consistent way. This will facilitate
easy and accurate analysis and data retrieval.

e The Consultation reports enable the data to be compiled in a
template depending on the patient & registration status, age, type of
consultation or consent status. The consultation reports produced are
concise and contain all relevant data added during the consultation.

You can also add further details to the report directly if you wish to do
so. The report can then be faxed quickly and easily to the registered
GP. You can also print the report if required.

e The Vision Extended Care - Fax Solution , manages the flow of the
documents to the  patients registered GPs . You are able to view
delivery reports of faxed messages and to manage the flow of work.

Also, where required , there are tools available to resolve issues that
may arise; for example, you m ay need to add a new fax humber to a
record.
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Workflow Overview

The diagram below shows the workflow overview for entering data, reporting and
faxing unscheduled primary care information:

~
AEnter the patient's registration details in the Vision Extended Care
- Registration Guideline.
ARecord the consultation details in the Vision Extended Care -
Consultation Data Entry Guideline.
J
. . B . . 1
AFrom the Vision Extended Care - Consultation Data Entry Guideline
areport is created.
Alf the patient does not consent, you are able to print the report
and give it to the patient.
7
Alf the patient consents the report can be faxed directly from
Consultation Manager using Vision Extended Care - Fax Solution.
J
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What needs to be doneé

In order to enable the Vision Extended Care Guideline s, consultation report s and fax

functionality in Vision , the following processes need to be undertaken (this is done by
the Vision Trainer on your Go Live Training Day)
e Install and import the Vision Extended Care guidelines. See Vision
Extended Care Fax Solution 1 Installation and Setup Document.
e Copy the Word Templates into P: \WORDPROC\ Templates. See
Importing Word Reports in the document Extended Care Fax Solution
Installation and Setup.
e Set up Consultation Manager for relevant s taff. See Administrative
Staff Setup in the document Extended Care Fax Solution 1 Installation
and Setup.
e Copy the relevant RC_HotKey script to the start -up menu. See

RC_HotKey Script in the document Extended Care Fax Solution 71

Installation and Setup.

¢ Installation and setup of the Vision Extended Care Fax Solution.

Using the Vision Extended Care Guidelines

You can a ccess the Vision Extended Care  guidelines via Consultation Manager , either
from the Local Guideline index or the Vision Extended Care - Index guideline tab
There are three guidelin  es to use which are:
e Vision Extended Care - Index T this displays the initial index from where
you can access the following guidelines.
e Vision Extended Care T Patient Registration Form
e Vision Extended Care T Consultat ion Data Entry Form
NOTE: Before you can access and use the guidelines, the setup
procedure must be completed (by the INPS Trainer) see the document
Extended Care Fax Solution T Installation and Setup , for further
details .
The Registration Guideline
Prior to accessing the Vision Extended Care 1 Patient Registration Form you need to
register the patient using the Patient Registration Module.
1. Go to Registration via the Vision home menu.
2. Clickonthe New Patient icon select from the available options to add a
patient.
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Registration

&dd Member to an Existing Family. the Selected Patient's
Family or a Hews Family.

Selected I Cancel I

Registration Add Options

3. Add the mandatory data on the personal details form and select the

appropriate registration status,

click OK to finish.

Il Registration - Personal Details

Surhame:
Forenarme:
Forename?z:
Other Forenames
Drate of Birth:
Sex

Reqiztration status;
TF:

Applied date:
Fegiztered GF;
MNHS Mo

CHI Mumber:

o]

| =l

Applied ;l
| =l
28/072009

| =l
|

T

Cancel | Help I

Registration Add 7

4. Check the details on the Registration Details screen ame
Add or update the address as appropriate.

incorrect.

Il Registration Details

Personal Details

nd any that are

™ Incomplete D etails

Surnarne:

I Incomplete Reglinks
Ferzonal I Address I Fegistration I Motes I Other I Id= I Famil_lgl FF'§9| LConzent

Eirth Surnarne:

|OTHER
Faorenamel:

Previous Surnarme:

I
Forenamez:

B
Other Forenarnes:

— Main Address Details:

I
Drate of Birth: Title:

|01/31985  [Ms

Sex b arital status:

IFemaIe vI IND selection

MHS Mo.:

CHI Mumber:

Add

Edit | Deletel Aadit |

ok I Cancel I

Contacts I

Help I

Registration Details

5. Click OK to complete the registration process.

6. Click on Action

Consultation
be displayed.

i Consultation Manager

Manager Record and the Patient Reg

, which willopenthe pat.i

ent 6s

istration Form Guideline ; will
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% Report  Transfer Security  View Help
Ml kient

Select Patient F3

ICDnsuItatiDn Manager I

Edit Patient

Ludib Teail )

Action Menu

NOTE: The Patient Registration form guideline can also be accesse din
Consultation Manager using a Guideline View Tab - Vision Extended Care -
Index then select the Vision Extended Care i Patient Registration Form
Alternatively, you can a ccess the Local Guideline Index select the Vision
Extended Care 1 index then select the Vision Extended Care I Patient

Registration Form.  See the document Vision Extended Care Fax Solution T
Installation and Setup for further details

The Vision Extended Care  Registration Guideline allows you to view and enter details
about the patientés r egi detailsr Endering the apnadt ieetnhtnbisci t vy
registered GP details is very important to the process of faxing a consultation report

and must be completed for each patient to ensure the fax ed consultation  report can

be sent.
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In this guideline, the different coloured lines depict different types of data:
e Grey Lines 71 show you information about the guideline or data added.

e Blue Lines 1 depict sections of the guideline requiring data to be
added, click to expand or close.

e RedLines 1 depicts ections of the guideline with links to other
applications required to complete the registration process.

e Yision Extended Care - Patient Registration Form
% - = B = 2 A A®S )

About the form

Today's Repart Details Owerview

Patient's Registered GP / GP Practice Details...

Record consent to forward consultation details...

Patient's Ethnic Origin ?

Patient's Main Spoken Language ?

Patient’s Disability ?

Patient's Religion ?

Interpreter required 2

Occupation ?

Source of Referral ?

Next of Kin/Carer Details ?

Marketing Questionnaire...

Once the above has heen recorded Please Make an Appointment...

Failed Encounter

Patient Registration Form - minimised

To expand a subjectinth  is guideline, click on the appropriate line , for example
Patients Registered GP/GP Practice Details.

[Patient's Registered GF / GF Practice Details..|
No data recorded.

Mo data recorded.
Click here to record data.

||CI|ck here to activate Script to Copy GP{Practice detalls|l

Once the web site is open, it is recommended that you leave the web page open, and minimise it to the bottom of the browser,
for quicker access, rather than waiting for the page to load each time.

Click this for NHS Direct GP Search Click this for the Fax Soltion  _Click this for the Surgery Address book

Highlight Text to Copy - Press Key Combination below:
RCTRL+INSERT to copy text directly into form. (RCtrl = right Ctrl key only)

|Alternative Options to entering GP Detalls|| ‘ Empty GP Details

Patientds Registered GPeéx@adedPr acti ce Detail s

Within each expanded section, you may see:

e GreenText - shows Patient Data.

e RedText T givesinstruction required to use that section of the
guideline.

e YellowLines 1 clickto expand for available options to record data.

e PurpleLines T click to expandfor available options to record data.

e Purple Text T double click to add data.

e GreyButtons i click the button to add data.

e Green Underlined Entries T click to activate hyperlink.
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Recording a Patients Registered GP Details

There are a number of ways to record a patients regist ered GP details within the
Registration Guideline.  You can use :

e Hyperlink to Vision Extended Care T Fax Solution; see  Practice
Management on page 34.

Click thiz for the Fax Solution

Hyperlink to Fax Solution
e Hyperlinkto NHS Direct to find the GP
Click this for NHS Direct GP Search
Hyperlink to NHS  Direct GP Search

e Alternative Options  button to entering GP Details.

|Alternative Options to entering GP Details|

Options for entering GP Details
e The Empty GP Details button.

Empty GP Details

Empty GP Details

e Hyperlink to Surgery Address Book

Hyperlink to Surgery Address Book

If using the Vision Extended Care 1 Fax Solution to find the Registered GP:

Using this hyperlink to add the Registered GP details ensure s that the fax is sentto
the proper destination.

1. From the Vision Extended Care Patient Registration Guideline, in the Patients
Registered GP/GP Prac tice details section, select Click here to record data

2. Check to see if they RC_Hotkey is running , (in the bottom right corner look for
a green tick).  This should start automatically and will continue to run until you
log off. If not started see step 3.

v e®®m Uy e

RC_Hotkey Running

3. |If the scriptis not already running, ¢ lick the grey button to start the
RC _Hotkey to enable youto copy the GP details into Vision. This remain s
running until you log off.

[Click here to activate Script to Copy GP{Practice details|

Activate RC_Hotkey

4. Click on the Fax Solution Hyperlink, this open s the Vision Extended Care 1 Fax
Solution.

Vision Extended Care i Fax Solution 9



Patient’s Registered GP / GP Practice Detalls...
Mo data recorded.

Mo data recorded.
Click here to record data.

Click here to activate Script to Copy GP/Practice details

Once the web site is open, it is recommended that vou leave the web page open, and minimise it to the bottom of the browser,

For quicker access, rather than waitin e.
Click this for NHS Direct GP Search | Click this for the Fax Soldion | _Click this for the Surgery Address book

Highlight Text to Copy - Press Key Combination below:
RCTRL+INSERT to copy text directly into form. (RCtrl = right Ctrl key only)

||Alternatlve Options to entering GP Detalls|l | Empty GP Details I
Fax Solution Hyperlink

5. Enter you login details; you need your Centre ID, User Name and Password.
These details will be given to you by the trainer. Once Logged in Click on
Practice Management on the menu at the left of the screen.

Cantra 10 ]
Login Name ]

—

Unsuthorised login ta this system is prohibited

Fax Solution Login Screen

6. Atthe Practice Management Screen, you can find a GP by postcode (this may
be the practice or patients postcode ). You can enter a full postcode or the first
three digits if unsure of the correct code. Alternatively, you can search using
the Doctors name, or address (road name or town if details are not known),
or name of practice.  Enter the search details in the relevant box and click the
appropriate button. A list will be displayed showing the results of the search.

Bap-®

General Medical Practices

Enter the first part of the practice post code below and then select from list

Enter partial post code | [ Search by postcode ]

Or enter part of the doctor's name or Address below and then select from list

Enter Doctor's name | T Search by doctar ]

Click here to add a new practice

Fax Solution T Practice Management

7. Click on the correct practice/GP details , a new page will be displayed.

Vision Extended Care i Fax Solution



Click on ocne of the entries below or do ancther search

ALl 318 SMITH H

THE MALTINGS SURGERY 2-10 WVICTCRIA STREET ST. ALEANS HERTFCRDSHIRE 01727 855500
SMITH 1A

THE ELMS MEDICAL FRACTICE 5 STEWART ROAD HARFEMDEM HERTFORDSHIRE 01582 767444
Ei1 44N BERUCE-SMITH ]

578 STRATFORD ROAD SPARKHILL BIRMINGHAM 0845 0740445
BE45 0EU SMITH RN

FRAMKLEY HEALTH CEMTRE 125 MEW STREET, RUBERY REDNAL BIRMINGHAM 01214538211
B&1 00D SMITH F]

DAVEMNAL HOUSE SURGERY 28 BIRMINGHAM ROAD BROMSGROWE WORCESTERSHIRE 01527 872008
Search Results

8. Highlight the GP/Practice details including the Organisation Code as this
ensures the Fax is sent to the correct desti nation, then press and hold the
Right Control key  (on right of keyboard), then press the Insert key . This
will copy the details into the Patients Registration Form Guideline.

General Medical Practices

Name & Address ELMS MEDICAL PRACTICE
Click here to amend THE ELMS MEDICAL FRACTICE
5 STEWART ROAD
HARFPEMDEM

HERTFORDSHIRE

ALS 4QA

Organisation Code: [ES2071]

Mo fax numbers known for this practice

Enter new fax number |

Practice Details

9. If you know the fax number for the practice you can add it in the Enter New
Fax Number box, click  Update tosave. For further details, see Practice
Management on page 34.

If using NHS Direct to record patients registered GP:

1. From the Vision Extended Care Patient Registration Guideline, in the Patients
Registered GP/GP Practice details section, select Click here to record data

Patient’s Registered GP / GP Practice Details...
No data recorded.

No data recorded.
Click here to record data.

Click here to activate Script to Copy GPfPractice details

Once the web site is open, it is recommended that you leave the web page open, and minimise it to the bottom of the browser,
for quicker access, rather than waiting for the page to load each time.

ICIick this for NHS Direct GP Search | Click this for the Fax Soltion _Click this for the Surgery Address book

Highlight Text to Copy - Press Key Combination below:
RCTRL+INSERT to copy text directly into form. (RCtrl = right Ctrl key only)

||Altcrnatlve Options to entering GP Detalls|l ‘ Empty GP Details

Patientds Registered GPeéx@aRde®r acti ce Detail s
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2. Checkto seeifthe RC_Hotkey is running,(in the bottom right corner look for a
green tick). This should start automatically and continue s to run until you log
off. If not started see step 3.

v e*RUeT
RC_Hotkey Running

3. If not already running, c lick the grey button to start the RC_Hotkey to
enable you to copy the GP details into Vision. This will remain running until
you log off.

|Click here to activate Script to Copy GPfPractice details|

Activate RC_Hotkey

4. Click onthe hyperlink in the Registration Guideline to access the NHS Direct
website . Thi s wi | | enable you to search for the Patier

Click thiz for NHS Direct GP Search

Hyper link to NHS Direct GP Search

5. At the prompt on the NHS Direct website, enter the  postcode, location, or
name to find the GP/Practice. Click the search button.

Find services

Choose what's right for you

é A H| (W n

GFs Emergencies & Hospitals Compare Dentists FharP
urgent care hospitals for (cher
treatment

Enter postcode, location or name

NHS Direct GP Search
6. From the returned list, select the appropriate entry, by clicking on the
Pr actice Name (underlined) . This display s the Practice details.

7. To find the address, click on Contact Us , from the menu on the left of the
screen.

8. Highlight the text e.g. Address.

9. Hold the right control key (on right of keyboard) and press the insertkey ;
this cop ies the Practice Details into a history entry within Vision.

If using the Alternative options button:

If the patient does not have a registered GP , or does not know their GP details, the
details can be added manually; using the Alternative Options Button in the
Registration Guideline.  This option can also be used if the GP details are known but
you are unable to access the internet.

1. From the Registration Guideline; in the Patientos
Details section, select  Click here to reco rd data

12 Vision Extended Care i Fax Solution



2. Check to see if they RC_Hotkey is running,(in the bottom right corner look for
a green tick). This start s automatically and continue s to run until you log off.
If not started see step 3.

v e*RU e
RC_Hotkey Running

3. If not already running, c lickthe grey button to startthe RC_Hotkey to
enable you to copy the GP details into Vision. This will remain running until
you log off.

[Click here to activate Script to Copy GP{Practice details|

Activate RC_Hotkey

4. Click the Alternative Options to entering GP Details  button .

Patient’s Registered GP / GP Practice Details...
No data recorded.

Mo data recorded.
Click here to record data.

|Click here to activate Script to Copy GPfPractice detalls|l

Once the web site is open, it is recommended that you leave the web page open, and minimise it to the bottom of the browser,
for quicker access, rather than waiting for the page to load each time.

Click this for NHS Direct GP Search  Click this for the Fax Soldtion  Click this for the Surgery Address hook

Highlight Text to Copy - Press Key Combination below:
RCTRL+INSERT to copy text directly into form. {RCtrl = right Ctrl key only)

|Alternative Options to entering GP Details|| || Empty GP Details

Alternative Options Button

5. You are presented wit h the following options . Choose the appropriate  selection
for your patient.  Enter the GP details accordingly.

Patien PiPra e Deta

Flease select an option...

" Patient is MOT registered with a GP

T Patient does not know their GP details

™ If internet down; enter the details manually

Alternative Options Script

e Patient is NOT registered with a GP - a history entry  is created to
record thatthe patient is not registered.

e Patient does not know their GP details - a history entry  is created
to record Patient Data unknown.

e If internet down; enter the details manually - a history entry is
created for you to complete the contact details, click OK to close the
entry.

Vision Extended Care i Fax Solution 13



Using the Empty GP Details Button

You can use this button to input the Registered GP details  manually , although it is
preferable to use one of the previous options to ensure you have the correct details.

1. Click the Empty GP Details button; this will create a history entry.

Empty GP Details

Empty GP Details Button

2. Enter the Registered GP details in the comments box; ensure that they are
accurate, as they will be used to send the fax later in the process. Click OK to
finish.

< History - Add O Recall | | B sncther | 0K | 3¢ Cancel | % Help |
Ewvent Date: Clinician: v Private Read Term for Characteristic:

[2& July z003 [Cor aizan Hil | I~ In Practice |961F.00 GP practice

LComment: Twpe of Characterigtic: Epizode Type: Priority: End Date:

I [ &dministration | [Mew event = RE|

GP Details T History Entry

Using the Surgery Address Book

The Surgery Address Book is an excel spreadsheet used to store and list Registered
GP detalils.

1. Click the hyperlink to open the excel address book.

Click thiz for the Surgerny Address book

Hyperlink

1. Initially you will need to add to this Address Book. Follow the instruction given
on the Ins truction Tab at the bottom of the spreadsheet.

Instructions for entering and using this address book
Entering Surgery Addresses

The Address Book tab is initially protected. therefore you will need to unprotect the sheet from the Toals menu > Protection > Unprotect Sheet
This will enable you to now add the surgery details ta the relevant colurns

Once an address has been entered click the Save button or Ctrl+S

Naw you need to enable protection (so that the address information cannot be accidentally altered)

Tools menu > Pratection > Protect Sheet (you may enter a password if you wish & make sure the top 2 ticks are in place)

Click the Save butten or Ciri+S before closing as this book. as it has been designed net to prompt a save on exit

Using the Address Book

From the Address Book tab

Press Ctrl+F on your keyhoard to open the FIND Tool

Enter partial information to enable you to find the correct surgery (if required)

Once you have found the surgery you require, highlight the far left cell for that line (or Ctri+Left Arrow key)
Then hold down the RIGHT Ctrl key on the keyboard and tap on the Insert key (RCtri+Insert}

This will then automatically copy the highlighted information into the patient record within Vision

Instructions

2. Once added you can use a find tool or look at the list on the Address Book Tab

at the bottom of the spreadsheet. See the instruction on the Instructions Tab.
3. When you have found the correct addr ess, click in the first (yellow) column to
highlight the address details. Then press and h old the right control key (on

right of keyboard) and press the insert key ; this should then copy the

Highlight this Section rgery Posicode M. none
Demo Health Cantre, Newlll Demo Health Centre Naw Road village Town Suflolk AB123CD  K12345 01234 56780

Excel Addr ess Book
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Using the Consultation Guideline

The Vision Extended Care - Consultation Guideline allows you to view and enter

patient Consultation details as per your requirements when the patient attends your

service. To access the Patient Consultation form ; goto your Vision Extended Care -
Index and open the  Vision Extended Care i Patient Consultation Form . See Create a
Vision Extended Care Guideline View Tab or Add to Local Guideline Index in the
document Vision Extended Care Fax Solution Installation and Setup, for further
details.

In this guideline, the different coloured lines depict different types of data:

e Purple Lines 1 they show you Patient Registration details or previous
consultations.

e Bluelines 1 depictss ections of the guideline requiring data t o be
added, click to expand or close.

e About this Guideline T giv es instructions and hints for using the
guideline.

o# Yision Extended Care - Consultation Data Entry Form
e & = m (= 2 A A& :D

About this guideline (F10 to enlarge view)
Patient Registered GP / GP Practice details...
Patient Registration Details

Seen Previously :

[Presenting Complaint: |

Social Health Status :

Past Medical History :

Previous Medication given in house (last 6m)
Patients Current Medication :

Known Allergies :

Examination :

Health Indices :

Diagnosis :

Private Medical Sick Note

Treatment and Advice :

Pathology Tests Requested

Vaceinations Given :

Follow up { Referrals :

Consent to inform GP [ HV [ School Nurse of Consultation Details :

Consultation Data Entry - minimised

To expand a subject in the guideline, click on the appropriate line e.g. Presenting
Complaint :

FFESEHEIHQ Complamf :I

No data recorded.
Mo data recorded.
Mote: Presenting Complaint data entry should always be Priarity 4 (for repart and search purposes)

||F'rt:st:nt|ng Complaint [KPIs]lI ‘ Presenting Complaint Read Code I | Presenting Complaint [Freehand]

| Patient Walked Out |

Presenting Complaint 17 expanded

Vision Extended Care i Fax Solution
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Within each expanded  section, you may see:

e GreenText - shows Patient Data.
e RedText 1 gives instruction required to use that section of the
guideline.

e LightBlue Lines 1 clickto expand for available options to record
data .

e Maroon Text i1 double click to add data.

e GreyButtons 1 click the button to add data.
Use these tools to add the data, as required. Priority numbers have been preset
within the guideline to ensure the data transfers to the correct area of the Word
templat e. Please do not change the priority codes as this may affect the Word

document produced and searches you may subsequently run.

Consultation Report

To printor fax the consultation report , you need to complete the last section of the
guideline Consentto inform GP/HV/School Nurse of Consultation Details:

Consent to inform GP { HV [ School Nurse of Consultation Details :
Consent given at reception for details to be forwarded before consultation
No data recorded.
No data recorded.
Consultation Outcome...
No data recorded.
No data recorded.

Final Report Type...
No data recorded.

If patient has no GP details as shown above, please click one of the buttons below,
Ctherwize use = Final Consultation Report (GP Known)

||Nu Registered GP - Repurt|| ‘ GP Unknown - Heport I ‘ Handed Consultation - Report I

Mo data recorded.

||F|na| Consultation Report [GP Knuwn]|l

Consent after Consultation for information to be forwarded
View Final Medical Reports

Mo data recorded.

Mo data recorded.

Current Consultation Outcome Pleaze select an outcome of this consultation or select a Followe-up reason from the list sbhove
|—| hefore clicking "Open Consultation Report”

Consultation Details

From the Consent to Inform GP/HV/School Nurse of Consultation Details section,
have the following choices :

e Current Consultation Outcome I creates a history entry recording
the requirements for follow  -up.

Current Consultation Outcome...

Pleasze select one of the following options=s...

Mo Follow-up Required

 Requires a follow-up with this centre
7 Discharged from follow-up
 Follow-up Refused

Cancel

Current Consultation Outcome

you
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e Final Consultation Report (GP Known) T You are prompted to
answer the following question about consent: Does patient consent for
these consultation detail stobesentto the Registered GP?

e Select Yes torecord consent given ; a history entry is created to
show consent given,  you may see the following message on the
screen, the appropriate word document is then opened, all
relevant details will be merged into the document . This
document can be faxed or printed.

The report is now being created as regquested

Please he patient...this should only take a few minutes
Thank wou

Report Generation Prompt

e Select No torecord no consent given ; a history entry will be
made to record that the current consultation details ar e NOT to
be sent. You may see the following message on the screen, the
appropriate word template will o pen, all relevant details will be
merged into the document and a statement regarding the
refusal to give consent will also be included. This document can
then be printed and given to the patient.

The report i=s now being created as reguested

Please he patient...this should only take a few minutes
Thank wou

Report Generation Prompt

e Cancel to close the prompt.

B Consent Question

:‘?(/ Diaoes patient consent For these consulkation details ba be sent ko reqiskered GPT

[ Yes l [ Mo ] [ Cancel

Consent Question presented when opening a consultation report

e No Registered GP Report 1 this creates a history entry to record
patient not registered , the current consultation report will be given to
the patient.  The clinical correspondence data entry from is opened
automatically with the appropriate  wor d template for No Registered
GP, all relevant details will be merged into the document . You can print
this and give it to the patient.

e GP Unknown Report 7 thiscrea tes a history entry that patient details
are unknown . The clinical correspondence data entry from is opened

automatically with the appropriate word template for GP Unknown , all
relevant details will be merged into the document . You can print this
and give it to the patient.

e Handed Consultation Report T this creates and entry that the
consultation report has been handed to the patient . The clinical
correspondence data entry from is opened automatically with the
appropriate word template for Reportto be g iven to Patient , all
relevant details will be merged into the document . You can print this

and give it to the patient.

Vision Extended Care i Fax Solution 17



Editing/Deleting Data from the Guidelines

You can edit or delete any data you or another user has previously added to the
Vision Extended Care  Guidelines if required:

To edit an entry:

1. Locate the entry requiring editing ; this can be done within the guidelines or
from Journal, or by accessing one of the structured data areas.

2. Click on the entry to be edited.

3. Rightclick, selec t Edit , the data add form will then open at the bottom of the
screen, amend the entry accordingly.

4. Click OK to save and close the edit form.

To delete an entry:

1. Locate the entry requiring deletion; this can be done within the guidelines, or
from Journal, or by accessing one of the structured data areas.

2. Click on the entry to be deleted .
Right click, select Delete ; the dataentry form is displayed .

4. Clickthe Delete button to confirm deletion. The item is removed from the
active patient record.

NOTE: All de letions and edits of data are recorded and can be viewed
in the audit trail for the patient.

18 Vision Extended Care i Fax Solution



Faxing the Document

All patient documents are produced using an executable script from the Vision
Extended Care - Consultation Guideline  (see Executable Scripts on page 39). The
prompt starts with the selection of a button in the Consent to inform GP/HV/School
Nurse of Consultation Details section . (See Consultation Report  on page 16 for
further details.)

The automated process  to create a Consultation Report for faxing:

1. Onclicking the Final consultation Report  (GP Known) button,a prompt to
record patients consent to record sharing display s. Click the appropriate
response.

2. A history entry is createdto record the relevant consent status .

3. Clinical Correspondence form opens and selects the appropriate template,
based on the age of the patien t (see below for further details)

4. The letter open s on your screen and all the relevant data from the Vision
Extended Care guidelines is be merged into the template, this may take some
time, please wait for this process to finish.

5. Once the Word document is open you should check the detail, you can add
further details as required ; you are now ready to fax the document.

The templates used are:

e VEC_GP i1 Used when the patients registered GP is known, this
document should be faxed.

e VEC_16Y 1 Used for patients under the age of 16 years ,ifthe GP is
known fax this document, if unknown hand the document to the
patient .

To Fax the Document:

1. Ensure thatthe Vision Extended Care 1 Fax Solution website is open and
minimised at the bottom of the screen . Thereis ali nk to the website in the
Vision Extended Care - Patient Registration Guideline, in section: Patients

Registered GP/GP Practice Details

Patient’s Registered GP / GP Practice Details...
No data recorded.

No data recorded.
Click here to record data.

[Click here to activate Script to Copy GFP/Practice detalls|l

Once the web site is open, it is recommended that you leave the web page open, and minimise it to the bottom of the browser,
for quicker access, rather than waiting for the page to load each time.

Click this for NHS Direct GP Search I Click thiz faor the Fax Salution I Click this for the Surgery Address book

Highlight Text to Copy - Press Key Combination below:
RCTRL+INSERT to copy text directly inte form. {RCtrl = right Ctrl key only)

|Alternative Options to entering GP Dctallsll | Empty GP Details I

Fax Hyperl ink
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Alternatively , click on this hyperlink  to access the Vision Extended Care 1 Fax
Solution website : https://www.savience _ -services.co.uk/faxserver/login.asp

You will need your centre ID, User name and password to open the Fax
Solution . These details will be supplied to you during your tr aining day.

You should be using Word 2003. On the toolbar, you will find a button for
INPS fax sending.

Click this Button to send the document to the Vision Extended Care - Fax
Solution Site.

You may be prompted to log on to the FTP Server. Select the radio button
User , add your password and click OK.

FTP Log On 3

Log on ko FTP Server wiww, savience-services, oo, uk

Log on as:
{i} Ananymous

{:} User

Password;

Cancel

FTP Server Login

6. The progress of the document can be checked, on the Vision Extended Care -

Fax Solution website. Save and close the document, click OK to close the
clinical correspondence ent  ry.
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Printing the Document

All patient documents are produced using an executable script (see Executable
Scripts on page 39), fromthe Vision Extended Care - Consultation Guideline.  The
prompt starts with the se lection of a button in the Consent to inform GP/HV/School
Nurse of Consultation Details section . (See Consultation Report  on page 16 for
further details.)

The following automated process create s a Consultation Report for printing :

1. Onclicking the No Registered GP Report , GP Unknown Report button or the
Handed Consultation  Report , a history entry is created to record the relevant
registration status  and to show the report has been handed to the patient

2. The Clinical Correspondence form opens and selects the appropriate template,
based on the age of the patient (see below for further details).

3. The letter will open on your screen and all the relevant data from the Vision
Extended Care guidelines is merged into the template, this may take some
time, please wait for this process to finish.

4. Once the Word document is open , check th e contents . You can add further
details as required ; you are now readyto  print the document.

The templates used are:

e VEC_16Y 1 Used for patients under the age of 16 years , if the GP is
known fax this document, if unknown hand the document to the
patient .

e VEC_HAND 1 Userwhen the patients registered GP is unknown , this

document should be handed to the patient

To Print the Document

1. To print the open document  , click on the print icon on the toolbar , thissend s

the document directly to the printer

2. Check the printed document and if complet e, save and close the document
Click OK to close the clinical correspondence entry.

Vision Extended Care i Fax Solution
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Fax Access and Management

Overview

Once you have comp leted the data entry using the Vision Extended Care guideline s
and have faxed the  consultation report to the GP practice , you are able to check the
status of each document sent . You can also analyse your usage of the Vision

Extended Care - Fax Solution .

1
wlhe document is sent to the Vision Extended Gdrax Soluction from Consultation

Manager, clinical correspondence.
J

wVision Extended Care customers can access the Vision Extended-@argolution by h
following a hyperlink in the Vision Extended CaRegistration Guideline. (Or by

following a hyperlink in this User Guide.) y

wTr'he document is received by the Vision Extended €gax Solution, if the Practice
details are known and the fax number is available the document will be faxed to the
patients registered GP. )

off the fax number is unknown, or an error exists with the fax message the details will be
available to view on the opening screen. The documents will be shown in error. here
are tools available to resolve such errors and continue to fax the document.

wFor each document sent to the Vision Extended C&ax Solution there is a full audit
trail, showing the progress of that document. You are also able to analyse usage of the
Fax Service and check the fax queue for up to date status messages.
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Logging into Vision Extended Care - Fax Solution

To Login into Vision Extended Care - Fax Solution

1. Click on the hyperlink on your desktop (created by the INPS Trainer) to open
the Vision Extended Care i1 Fax Solution.

2. Alternatively, in Consultation Manager, access  the Vision Extended Care 1
Patient Registration Form Guideline .

3. At the Patientds Registered r&GPdlitkRPother avesibn ce De't
Extended Care - Fax Solution.

Patient’s Registered GP / GP Practice Details...
No data recorded.

Mo data recorded.
Click here to record data.

Click here to activate Script to Copy GP/Practice details

Onee the web site is open, it is recommended that you leave the web page open, and minimise it to the bottom of the browser,
for quicker access, rather than waiting for the page 1o load each time.

Click this for MHS Direct GP Search | Click this for the Fax Solution | Click this for the Surgery Address book

Highlight Text to Copy - Press Key Combination below:
RCTRL+INSERT to copy text directly into form. {RCtrl = right Ctrl key only)

|Alternative Options to entering GP Detalls|l | Empty GP Details I

Patient Registration Guideline I Practice Details fax link
4. Click on the link  Click this for the Fax Solution.
5. The Vision Extended Care - Fax Solution open s in Internet Explorer
6. Typey our Centre ID, User Name and password to open the Vision Extended
Care - Fax Solution. These details will be givento you during your training
day. Enter the details in the required fields, then click login to activate the
application.

Login to access your fax control panel

e
T
s |

Unauthorised login to this system is prohibited

Copyright © 2007 Savience Ltd

Vision Extended Care - Fax Solution Login Screen
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We recommend that  you open this service at the beginning of your session
and leave it open and minimised.

Alternatively, you  can click on this hyperlink here to access the Vision
Extended Care 1 Fax Solution website : https://www.savience -
services.co.uk/faxserver/login.asp

NOTE : All usernames and passwords are case sensitive.
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Orientating the Home/Opening Screen

Click Home : to return to this
opening screen.

Click Updates: to see updates
and news.

Click Logout: to close Fax
Solutions

Use this Menu to check the status of

faxes sent and received, audit trails and
setup requirements. Further details are
available in this user guide.

A

— Shows Login Status and

User Details.

Orientating the Opening Screen
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