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View Results on QOF Reporting tab 34-48
Exporting audit data to Excel 34-50
Generate and Resubmit monthly report manually 34-50
View Results on QMAS website 34-52
National Prevalence Day Report 34-52
Interim Reports 34-53
Random anti-fraud checks by QOF Teams 34-56

Vision Enterprise System / Vision Bureau 34-57

GP Communicator 34-61
How GPC handles QOF reports 34-61
QOF Report messages to and from NMAS 34-61

Mail Gateway 34-63
The role of Mail Gateway 34-63
Run Mail Gateway at least twice a day 34-65
Checking Timed Processes 34-66
Exit from Mail Gateway discouraged 34-71
Clinical Audit Automatic Shutdown 34-72

Registering with QMAS 34-73

Multi-Practices 34-76
Multi-practice functionality for QOF reporting 34-76
Multiple practices setup on the QOF Reporting tab in Clinical Audit 34-76
Multiple Practices - QMAS registration 34-78
Multiple practices - QOF Reporting 34-79
Multiple practices - Monthly routine to produce practice-specific Patient Groups 34-
79

How the QOF patient groups are named 34-79
List the GPs' IDs 34-80
Creating Practice Populations for a practice - Monthly routine 34-80
Creating practice-specific disease registers and indicator / denominator groups

34-81
Multiple practices - Reminders 34-82

FAQS 34-83
What does QI mean? 34-83
Which Read codes are used for each QI and what does % mean after a code?34-83
How can I make sure I enter the correct Read codes on patients' records? 34-84
What does in any clinical area mean? 34-84
Do I have to keep entering the Read codes or is once enough? 34-84
Which audits are used for GMS Payments in April? 34-85
What do the denominator and indicator lines show? 34-85
Why are patients with exception codes recorded still being shown on the register?

34-85
Why do the audits not calculate points and pounds? 34-85
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Why are my figures much lower than expected? 34-86
My figures reported to QMAS are different to normal audit figures 34-86
How can I tag the patients in the "negative" groups who I need to contact? 34-87
For Indicators involving therapy, why are some patients taking appropriate 
medication NOT being picked up? 34-87
How can I check a drug Read code in Consultation Manager? 34-87
What does "newly diagnosed since 1/4/2003" actually mean? Different indicators 
seem to be processed differently 34-88
How are the flu vaccination dates worked out? 34-89
How do I view a list of audit patients in Clinical Audit? 34-90
How do I print a list of audit patients 34-90
How do I find an audit group of patients? 34-91

Version changes 0-50
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Version changes

Date Version Content

20/10/00
09/11/00

Vision3 Training Guide KMAN11
9

15.10.01

6.11.01
14.11.01

Combined into one document

8.1.02
16.1.02

Contents, Index

24.01.02
19.02.02

RD fields
Appts backup

15.04.02 2nd edition

30.07.02 Vision3.01 3rd edition

05.09.02 Vision3.01 4th edition 13 
Scanning

29.10.02` Printing address labels in Word

06.02.03 v.162 .pdf format

26.02.03 Removed section nos from cross references.  Word 
version.  Included Backup Exec supplement as 
section 14.

13.08.03 Version 1 For InPS website, pdf

10.09.03 Version 2 Chapter 12 GPC - DTS migration to MGIB

16.10.03 Version 3 Chapter 22 Read codes - GP Contract Read codes 
(draft 7) 

to MGIB

10.12.03 Version 4 Chapter 5 - Security - example of restricting access 
to user

Chapter 26 - Using Guidelines - remove triple 
therapy

Chapter 24 Therapy - amend Enable Browse Config in 
Nurse Prescribing

Chapter 22 - Read codes - GP Contract Read codes 
(final spec 12.11.03)

to AGLE 
for new 
vision 
users

pdf to 
MGIB

05.01.04 Chapter 5, Should the practice PCs be shut down 
over night?

Chapter 27 - Quick Summary Add a Report amended.

20.01.04 Chapter 24 Therapy - separating display of acutes 
and issues

Sent to 
HFRA

21.01.04 DLM 177 Chapter 4 File Maintenance - GP Retainer, OT and 
Speech Therapist in Staff Roles

22.01.04 Chapter 22 READ - monitoring codes

29.01.04 DLM 177 Chapter 18 Patient Record View - Patient browser 
link; reminders

Chapter 30 Searches - search for acute scripts; 
adding reminders in patient groups

Sent to 
HFRA 
11/03/04

29.01.04 Chapter 14 Backup Exec Supplement - reformatting 
only, no change to text.

16.02.04 DLM 177 Chapter 31 New Sex merge mark Sent to 
MGIB

16.02.04 DLM 177 Chapter 20 Reminders in Cons Mngr Sent to 
MGIB

Sent to 
HFRA
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18.02.04 Chapter 24 Therapy - Nurse Prescribing, prescription 
forms England and Scotland

03.02.04 DLM 178 Chapter 7 - Registration Bulk Transfer and 
Partnership Reallocation changes 

24.02.04 DLM 178 Chapter 12 GPC - Archiving XML Messaging, polling 
interval, new message status, Cancel on Resolve 
Incoming 

26.02.04 DLM 178 Chapter 19 Bulk History Add  

02.03.04 DLM 178 Chapter 4 File Maintenance - UKCC now NMC, RI 
code can be one character 

18.03.04 Chapter 15 Quick Reference - Move routine 
Housekeeping to Chapter 2 Getting Started in Vision

Chapter 2 Getting Started in Vision - Routine 
Housekeeping added

Chapter 1 - Update contact numbers Helpline and 
Training

26.03.04 DLM 179 Chapter 9 Appointments enhancements - reminders 
etc

26.03.04 Chapter 5 Security - Security screenshot showing 
Mail Maintenance, Mail Manager

02.04.04 Chapter 1 - NVUG change of address

Chapter 8 - Reglinks - Reject incoming amendment

Chapter 13 Scanning - include Correspondence 
Manager Quick Ref

05.04.04 Chapter 18 - Patient Record - Changing the home 
page for display in the Links tab

Full set 
sent to 
MGIB, 
AGLE, 
SKNO, 
DDAV

28.04.04 DLM 180 Chapter 26 Guidelines - revised at the request of 
PRODIGY website.  Hold sending to MGIB etc until 
dlm 180 released.

Sent to 
MGIB 
and 
AGLE as 
pdf, 
MWAL as 
.doc

17.06.04

29.04.04 DLM 180 Chapter 20 Problems (Link Medication to Problems)

Chapter 17 Cons - Options-Setup, change in 
Management tab - Therapy Management

-ditto

11.05.04 DLM 180 Chapter 24 Therapy - Print Therapy, Add Medication 
Review, Link Medication to Problems, 

-ditto-

17.05.04 DLM 180 Chapter 6 Printer Profiles

Chapter 7 Registration - Search House name/road

Chapter 16 Con Mngr Getting Started - Search House 
name/road; Consultation types

Chapter 18 Con Mngr - the Patient Record - Patient 
Browser link - type any url in browser window

Chapter 19 Con Mngr Data Entry General Points -
revised Add menu, Death

Chapter 20 - Reminders - new menu; new BP 
screenshot with cuff.

Chapter 21 Management Plans -Asthma and 
Diabetes, CVD risk calculator changes,

-ditto-

10.06.04 Training 
Work-
shop

Update of Chapter 15 Quick Ref to be suitable for 
both new users, trial data, locums.  One page 
summaries, no screenshots.

-ditto-

20.07.04 DLM Chapter 4 - Changed to Control Panel Sent to 
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181/182 Chapter 5 - Mail Manager

"old File Maintenance and Security file still made 
available

MGIB,AG
LE, 
DDAV, 
SKNOm 
MWAL as 
pdf, 
20.07.04

20.07.04 Revise Chapter 15 Quick Ref with HFRA comments

Chapter 2 - updated with overview of Vision modules, 
and Vision products

Sent to 
MGIB,AG
LE, 
DDAV, 
SKNO 
MWAL as 
pdf, 
20.07.04

27.07.04 DLM 184 Chapter 17 Cons - Options-Setup - General - Enable 
repeat dispensing; and default interval changed

Chapter 24: Therapy - Repeat Dispensing - change 
default interval (DLM 186)

Sent to 
MGIB,AG
LE, 
DDAV, 
SDEE as 
pdf,   
and to 
MWAL as 
.doc

05.10.04

26.07.04 DLM 183 Chapter 12: GPC - switch off PKI encryption -ditto-

03.08.04 DLM 185 Chapter 12 GPC - QOF Report (Mail Gateway) and 
QOF Message tab (Options)

-ditto-

13.09.04 DLM 185 Chapter 32: Clinical Audit changes for nGMS contract

Chapter 14 - Remove reference to $Tape

-ditto-

DLM 186 Chapter 15 - Device Type, peak flow; 

Chapter 20 - new 5 imms, peak flow device type, 
children's calculations. Removal of IOS claims

-ditto-

05/10/04 DLM 186 Chapter 21 Thyroid.  School attended in CHS 
Management Plan

Chapter 16 - Patient Details, (phone, preferred 
pharmacy, can search on this); also new Consultation 
Type Medicine Management

Chapter 4 - Control Panel - new staff type, 
phlebotomist

Chapter 7 - Registration - Removal of Bulk Transfer

-ditto-

17.09.04 Chapter 30: Searches - amend screenshots export 
patient data to third party/floppy/CD - take out claim 
searches - use Training Workbook examples

-ditto-

04.11.04 DLM 186 Chapter 24 - Therapy - add a non-drug allergy, 
change of Add menu title

MGIB

04.11.04 Chapter 2 Getting Started in Vision - incorrect 
contents page nos

MGIB

04.11.04 Chapter 19 - Edit an entry. 

Chapter 20 FAQ Add cholesterol test result

MGIB

04.01.05 DLM 187 Chapter 8 Registration Links (V3, 04.01.05) - option 
to download to alternate location; N.I. 

MGIB

04.05.05 DLM 188 New chapter 34 - QOF Reporting 

14.06.05 DLM190

DLM 191

Chapter 24 - Therapy - Medication Review changes, 
Toxic warnings; repeat dispensing changes, 
Scriptswitch, Prescription Manager

19.05.05 DLM 191 Chapter 5 Mail Manager - Scottish Path - Change 
Tools-Options for SCI stores

23.05.05 DLM191 Chapter 17 - Cons - Options-Setup - General  -
Enable Scriptswitch, Repeats interval
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26.05.05 Chapter 31 - Smear recall (BSIE) revised procedure

31.05.05 Chapter 30 - Searches - remove section on Printing 
Address Labels in Microsoft Word to Chapter 31

02.06.05 DLM 190 Chapter 20 - New5-in-1 children's imms etc, 
hepatitis imms. Change to cytology default

14.06.05 Chapter 1 - NVUG change, blank page 4

03.06.05 Updated master Contents and Index

(14.12.04)

(04.05.05)

11.10.05

DLM 187

DLM 191 

Chapter 4 - Control Panel - Actions - DXS Bulk 
Update.  

System Alerts, Eventlog Viewer (SCI) 

pdf

13.10.05 - Chapter 11 Pathology Results and Mailbox etc - "Mail 
Manager" changed to Mailbox / Mail Adminstrator

pdf

13.10.05 DLM 193 Chapter 5 Mail Manager - SCI Stores pdf

14.12.04 DLM 187

DLM 193

Chapter 7 Registration (V4, 14.12.04) - Patient 
consent for data collection. Remove for time being;

Chapter 7 - Registration status, walk in centre etc. 
H+C numbers in Northern Ireland

pdf

17.02.05

14.10.05

DLM 189

DLM 193

Chapter 12 - Changes in GPC and Mail Gateway

Chapter 12 - SCI store changes in GPC

pdf

25.08.05

18.10.05

DLM 192

DLM 193

Chapter 24 - methotrexate dosage changes

Chapter 24 - Advanced Printing and Prescrition Mngr, 

Chapter 24/25 - Consider putting Nurse Prescribing 
and Supplementary prescribing in 25 rather than 24

Split Chapter 24 into 24 Therapy and 25 Therapy 
Supplement

14.10.05 DLM 193 Chapter 6  - Advanced Printing pdf

DLM 192 Chapter 20 - Immunisation changes

06.12.05 Chapter 29 - Problems pdf

0612.05 DLM 193 Chapter 5 Mail Manager - remove reference to 
automatic archiving

06.12.05 DLM 193 Chapter 32 clinical Audit - Printing, save group, Con 
Manager

06.10.05 DLM 193 Chapter 34  - Exceptions and new nGMS audits v3

07.12.05 Chapter 32 - Using email for recall pdf to 
MGIB for 
website

Dec 05 Chapter 25 - Therapy Supplement - include DXS

24.01.06 DLM 195 Chapter 24 – QMAS audits. V4 audits, and v7 Dataset 
rules

27.01.06 DLM 195 Chapter 20   Hep B vaccs

27.01.06 DLM 195 Chapter 11 View Mail screenshot, test results, 
Complete Action button

27.01.06 DLM 195 Chapter 24 Prescription Manager, quick way to open, 
Errors tab, No. of items per prescription, 
Methotrexate, Printing controlled drugs 

27.01.06 DLM 195 Chapter 25 Rpt dispensing (no private), print 
dispensing labels and cautions

27.01.06 DLM 195 Chapter 6  Printer profiles - bar code prints on test 
page

27.01.06 DLM 195 Chapter 26 Guidelines as attachments

30.01.06 DLM 195 Chapter 23 (word processor & Referrals) Word 
tempates and Mail merge/Protect forms on creation, 
new mailmerge fields

30.01.06 DLM 195 Chapter 5 Mail Manager - summarise NPfIT and SCI 
path, Cancelled/superceded, Mark as complete
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30.01.06 DLM 195 Chapter 7  Registration - patient dissent to data 
collection

15.02.06

01.03.06

Comments made on all chapters by BT - Alt GP 
Review team, most accepted and amendments made

pdf for 
InPS 
website

12.04.06 Chapters 6, 24 - Advanced printing does not need to 
be switched on to activate ETP

18.07.07 v3tgdoc.doc - Update INPS logo on front page

DLM 200

DLM 210

DLM 202

Chapter 24 :  Multilex changes - ignore

ETP activation, printer maintenance

Bulk replacement

Preparation field must be correct

DLM 200

DLM 235

Chapter 23 Referrals and Correspondence - Choose 
and Book - urgency status of referrals, urgency 
picklist

Referrral Message Digest

DLM 202 Chapter 16 - Initialising DXS con mngr on accessing 
Con Mngr

DLM 202 Chapter 27 Creating guideline - inserting a URL into a 
guideline;  launching a website

Chapter 1 - correct Helplline phone number

DLM 202 Chapter 17 - Cons Options Setup - new Therapy tab 
and reduced General tab

DLM 202

July 06

Chapter 24/25 Therapy changes, SPs and 
independent prescribers, 

DLM 210

Sep 06

Chapter 19 - Examples for Add Family History

DLM 200 Chapter 11 View Mail in Con Mngr, new filter buttons 

24.10.07 DLM 235 Chapter 24 - Allergy warnings, same action group

24.10.07 DLM 210 Chapter 20 Immunisations childhood changes

24.10.07 DLM 235 Chapter 20 Immunisations childhood changes

24.10.07 DLM 237 Chapter 20 Hib/MenC Imms

DLM 240 Chapter 20 Allergy/Adverse Reaction section now 
included on Imms Summary

New types of Imms: HPV, Anti-D iG, Anti-CMVi-v iG

Site of injection, yellow fever, HepA and HepB, due 
dates Hep, Stage, MedC 3rd stage, pneumococcal 
conjugate, 5 in 1, typhoid, Hep A stage/B, Hepatyrix

Update Attachments list

24.10.07 DLM 260 Chapter 20 and 15 - Predicted peak flow not 
calculated for children

04.12.07 DLM 235 Chapter 7 Registration - PDS; Scotland Organ Donor 
Consent

DLM 240 Chapter 7 Registration - PDS Update

DLM 260 Chapter 7 Registration - Patients Contacts / Next of 
Kin

DLM 200 Chapter 5 View Mail in Con Mngr, new filter buttons 

DLM 237 Chapter 5 Mail manager - Tools Options filter 
National Summary messages

DLM 240 Chapter 5 Mail Manager - Patient mailbox in Con 
Mngr default tabs.  Optional MM startup. 

DLM 260 Chapter 5 Mail Manager Bulk action and mark as 
read; automatic archive Nat Messages; usual GP ; 

DLM 260 File All for multi-tabs, File Tab, File Abnormal



Vision 3 Training Guide Contents and Index 55

DLM 230 Chapter 11 Mail manager messages

DLM 235 Chapter 11 Result details on patient mailbox in Con 
Mngr - new filters

DLM 260 Chapter 2 Event Log amended;

Chapter 6 Event Log amended: RMD switch on in 
Systems

15.01.08 DLM 237 Chapter 15 - Medical Insurance Report

DLM 231 Chapter 23 Referrals and Correspondence - Medical 
Report for Insurance purposes

DLM 260 Chapter 7 Patients Contacts / Next of Kin

DLM 
240/250

Chapter 16 PDS Update

DLM 260 Chapter 17 Prescribing Safety, drug check options

DLM 235 Chapter 17 Con Options Setup - Patients middle 
name

DLM 210 Chapter 26 Using Guidelines - new Attachment icon

Removal of PRODIGY

22.01.08 DLM 235 Chapter 24 - Repeat master word change

DLM 230 Chapter 24/25 Private CDs

DLM 237 Chapter 24 - Registrar name print on prescription

Multipractice codes printed on scripts

Wales/NI barcoded prescriptions

DLM 240 Chapter 24 Methotrexate prints shaded signature

DLM 260 Chapter 24 - Prescribing Safety and drug checks, 
black triangle drugs

29.01.08 DLM 260 Chapter 5 - Mail Manager - Mark as Read icon

Feb 08 DLM 280 Chapter 9 - Appointments (ESTU)

DLM 237 Chapter 16 Recording patient consent

DLM 235 Chapter 23 Referrals - Referral Message Digest

DLM 237 - How to switch on

DLM 210 Chapter 25 - Ind and SPs, Private CDs

DLM 260 Chapter 25 Repeat dispensing Wales

DLM 240 Chapter 25 Changes in Nurse prescribing

DLM 240 Chapter 26 Removal of PRODIGY - Check ALL 
chapters for Self-help info, leaflets and prodigy 
guidelines: 15, 16, 17, 18, 19, 24, 25, 26, 27, 28

DLM 220 Chapter 34 QOF Reporting

Sept 06 DLM 210 Chapter 34 QOF Reporting changes

DLM 226 Chapter 34 QOF Reporting v9 ruleset

20.02.08 All files reworked, pdf, zipped; New contents Part 1 
and 2; Index ? regenerated; Omitted Version History 
file

pdf/zip 
to MGIB

24.09.08 Combined Contents, Index and Version history file

Chapter 27 Creating guideline - Special Format

02.02.09 REMOVED Chapter 10 Items of Service - and all 
references to IOS

02.02.09 DLM 270 Chapter 34 QOF Reporting

Combined contents/Index

pdf to 
website

24.09.08 DLM 260 Chapter 15 Add MED 3 pilot electronic

24.09.08 DLM 261 Chapter 17 - Further Prescribing Safety changes
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DLM 262 Chapter 20 Cervarix for HPV in Imms

5.2.09 DLM 270 Chapter 16 Select a group in Con Mngr(pdf) 

11.02.09 Chapter 3 - renamed Getting Started in Windows ; 
removed Display resolution section

Nov 08 DLM 270 Chapter 31 Patient Groups changes, recall 
enhancements

11.02.09 DLM 270 Chapter 30 Search & Reports - Sort groups, Patient 
Groups

11.02.09 DLM 270 Chapter 20 Type of immunisation updated. Removed 
Schedule of Child Imms.
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OUTSTANDING AND TO BE UPDATED: 

09.02.05 CME V1.3 Chapter 13 - Quick Ref scanning - Correspondence 
Manager Enterprise - Enterprise, Office 2003, 
Omnipage 14

DLM 
240/250

Chapter 15 - PDS Update

DLM 260 Chapter 23 - SCI Gateway referrals, mapping priorities

DLM 230 Chapter 25 ePharmacy in Scotland

DLM 210 Chapter 25/25 Multilex changes

DLM 260 GSFS Palliative Care ? which chapter + PC Reports

Consider new chapter re Data collection

DLM 230 GP2GP

DLM 235 GP2GP v1.1

DLM 235 National Summary patient preferences

Nov 04 PVE Pocket Vision - new chapter ?

Nov 08 DLM 270 Chapter 12  Mail Gateway and GPC changes

Feb 09 DLM 280 Chapter 9  Appointments

Feb 09 DLM 280 Chapter 4  Security changes appointments

Feb 09 DLM 280 Chapter 31 Recalls, also Chapter 21

Data Entry Cautions
Feb 09 DLM 280 Chapter 20  Update Imms - Ambirix, Hep B antibody

Feb 09 DLM 280 Chapter 19 Historical event date based on age

Feb 09 DLM 280 Check Chapter  Removal of File Maintenance, Home 
menu

Feb 09 DLM 280 Chapter 4 Practices with only salaried GPs

Feb 09 DLM 280 Chapter 20 Test Requesting

Feb 09 DLM 280 Wales - 2D barcoding

Feb 09 DLM 280 Scotland - Chapter 17 Prescribing Safety changes

Feb 09 DLM 280 Scotland - eAMS archiving

Feb 09 DLM 280 Scotland SCI DC Back population

Feb 09 DLM 280 Also Scotland, SCi Path, SCCRS, SCi Gateway
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INDEX
A

Abbreviations against drugs 24-29
Abnormal results

file 11-36
pathology,skip through 11-23

Aborted backupstatus 14-94
About Vision 6-28
Acceptance Date

reallocate patients 7-99
Acceptance Transaction 8-3, 8-27, 8-33, 8-48, 8-49

at quarter end 8-72
Acceptance, print standard Form 8-66
Access Denied 2-9
Acknowledgment NHSACK 12-49
Action

attach an action 11-34
attach to pathology result 11-25
define a new action 11-33
on test result 11-42

Action group
choose drug regime by 27-52, 27-59
default 24-115
select drug 24-38

Action groups
drug defaults 24-115

Action menu 7-103
Action status 4-142
Actions 4-138
Actions tab 5-25
Activate Staff 4-93
Active patients 7-11
Active Patients Only 7-11
Activities of Daily Living guidelines 28-8
Acute prescription

add 24-25
copy, or turn into repeat 24-99
delete or edit 24-101

Acute prescriptions
search 30-76

Acute therapy
add 15-21, 24-25
quantity and packs 15-23, 24-29

Add
data via drag and drop in Cons Mngr 19-24
data via Mngr Plan in Cons Mngr 19-21
data via READ Term Add in Cons Mngr 19-4
data via right mouse in Cons Mngr 19-13
data via summary/grid in Cons Mngr 19-19
data via toolbar in Cons Mngr 19-15
menu in Cons Mngr 19-17
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Add a patient
at nursing home 7-61
at same family address 7-61
for contraceptive services only 7-64
go back to edit while adding 7-60
private 7-63
without medical card 7-59

Add a referral and request a booking 23-29
Add to Preferred List Automatically 27-62
Adding a patient 8-3, 8-49
Additional identifier 7-15, 7-46

preferred pharmacy, repeat reorder form 17-28
Address

add new clinical address 12-24
change address of one family member 7-84
change address of whole family 7-83
change address to another family 7-85
change address to new HA 7-70
change address, different HA 7-80
change address, same HA 7-80
change into new HA, stay with practice 7-81
Details screen 7-42
edit or view 12-25
Health Authority 12-25
pathology lab 12-25, 12-26
prescriptions 4-50
problems GPC3 12-67
properties 12-25
Registration 7-38
similar address warning 7-41

address change, new HA 8-27
Address labels, print 31-66
Addresses 8-8
Addresses folder 12-24
Addresses tab

Organisation 4-40
Administrative reports 12-7
Advanced Generation 32-22
Adverse drug reaction 24-10
Advice

print nondrug therapy on scripts 26-25
Advice for patient 27-51
Advice given 19-31
Advice READ terms 19-31
Advice, print on prescription 24-47
Age Ranges 32-41
Age Sex Filter, guidelines and reports 27-38
Age Sex graphs 32-37

Age Ranges 32-41
Age Sex menu 32-40
base population 32-38, 32-40, 32-42
change display by sex 32-40
colours on charts 32-40
count 32-40
count or percentage 32-38
export statistics 32-42, 32-65
menu options 32-7
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percentage 32-40
percentage adjustment examples 32-42
percentage adjustment options 32-38
sort order of patients 32-37
style 32-38
toggle style 32-40
view patients 32-39

Age Sex Wizard 32-35, 32-37
Age/sex report 30-24
Agreements 33-4
Aim of guideline 27-47
Alcohol

add 20-47
Alert

classic view 18-16
flashing on main toolbar 18-4
Vision 3 navigation pane 18-15
Vision 3 view 18-15

Alerts 14-95
examples 14-95
while initialising tapes 14-38

Allergies and Intolerances 15-22
Allergy

drug 24-10
Allow booking 9-90
Amend Household 7-84
Amendment Transaction 8-3, 8-7

if outstanding before archive 8-69
incoming 8-51
incoming, accept or remove OA 8-25
outgoing 8-51

Amendment, print standard Form 8-66
Annotate 12-55
Another Topic 29-45
Ante-natal clinic 9-17
Appliances 15-22, 24-37
Application in guideline 27-65
Appointment

not available 9-94
special event 9-94

Appointment reminders
print label 9-71

Appointments 2-18
Additional Patient Information 9-30
amend appointment 9-77
book 9-64
book owners 9-33
Book View 9-56, 9-61
Booking Form 9-68
booking form, edit or view 9-82
Booking Form, expected duration 9-69
Booking Form, More 9-69
booking info 9-34
Booking Info Report 9-100
Booking screen 9-75
booking the patient in 9-73
Books menu 9-10
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call display, Con Mngr 16-18
call patient, Con Mngr 16-16
cancel 9-79
cancel reasons 9-35
change Slot Types 9-91
clinics 9-34
clip note booking 9-77
Compact database 9-109
Consultation Report 9-102
copy 9-81
copy 9-81
Day Plan 9-49
define session types 9-40
define slot types 9-41
DNA Report 9-103
duration expected 9-69
Emergency Evacuation 9-105
extend books 9-54
File menu 9-7
find date 9-64
find free slot 9-65, 9-97
find free slot, Con Mngr 16-20
find specific slot 9-65
generate blank slots 9-21
hold slots 9-91
in consultation 9-74
insert extra slot 9-89
labels setup 9-36
list in Cons Mngr 16-14, 16-15
Maintenance menu 9-11
make not available 9-90
making, troubleshooting 9-67
menu 9-7, 9-8
modify books 9-92
move 9-80
move 9-80
move block 9-80
multiple options 9-9, 9-79
new sessions 9-42
number of weeks ahead, default 9-22
out of consultation 9-75
overview 9-4
patient waiting 9-73
Personal Plans 9-46
Plan menu 9-10
pm start time 9-21
practice working day 9-21
print appts list 9-72
Reception View 9-56, 9-57
refresh 9-5, 9-21
refresh 9-63
Remove Slot 9-90
save slot search and create tab 16-21
search by patient 9-97
Search menu 9-9
searches 9-97
select patient from list 16-6
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select time 9-67
set up 2-37
set up Planners 9-53
set up sessions 9-16
setting up 9-16
show others, Con Mngr 16-19
show warning if patient not waiting 16-17
show warning setup 17-9
sort by time, date and doctor 16-19
special booking 9-76
staff 9-33
status 9-74
System Constants 9-20
tab view options in Cons Mngr 16-23
toolbar 9-6
Undo Books 9-92
Views menu 9-8
waiting time 9-87
Waiting Time Report 9-107
Waiting Time, setup 17-9
when the patient arrives 9-73

Appointments backup 9-23
terminal server 9-25

Appointments Booking Form
print reminder 9-71

Appointments list
include events 9-94

Approval Transaction 8-3, 8-37, 8-49
Approve patient, Security 8-46
Archive 8-9

before an archive, clear outstanding 8-68
before archiving 8-70
clinical correspondence 23-46
completed transactions 8-36
how to 5-73
interim 8-75
menu options 8-76
on-line archive 8-76
purge 5-74
purge on-line 8-76
Quarterly Capitation Reports 8-72
Quarterly Certificates 8-72
Quarterly Certificates and Capitation Reports 8-72
recover from 5-75
retrieve and purge 8-76
retrieve from floppy 8-76
run the archive 8-70
Scotland 8-73
Security option 8-67
the result of an archive 8-72
view 5-75

Archive 9-55
Archive and purge

manual 12-34
options 12-18

Archive folders 12-33
Archive responses 33-20
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Archived data, staff, patients 4-121
Archiving

rules 5-72
Arrived Surgery time 9-87
Arrow

blue right pointing, original message 12-56
blue, contract/expand 12-56
green, audit trail 12-56

ASCII format 8-61, 30-121
Assign Read code 11-28
Assign READ code 11-28
Assign Valid Units 11-29
ASTM format 11-30, 11-37
Attach an action 11-34
Attachments to patient record

add 20-55
Attachments, multimedia

add 20-55
view 20-57

Attention folder 12-37
Audit 5-26

addresses organisation 4-38
Organisation 4-37

Audit group filenames 32-54
Audit Manager Export 32-67

flag audits for export 32-68
run export after generation 32-73
run export after generation manually 32-74
start export from menu 32-69

Audit Report 2-33, 6-3, 6-26
Audit Trail 7-103, 8-36

organisation 4-37
security 4-108

Audit trail of GPC message 12-7, 12-32, 12-56
Authorise

imported queries 33-11
responses 33-14

Auto Refresh 11-6
Autocopy 11-35
Autocopy Status 11-18
Automated unattended daily backup

prepare for 14-44
Automatic backup Appointments 9-23
Automatic filing 11-35
Awaiting Delivery Report 12-38
Awaiting Read Report 12-38
Awaiting Receipt Report 12-38

B

Back/Forward 5-8
Backup

all programs and data 14-14
Appointments lists 2-19, 6-42
automated and manual 14-14
automatic, Appointments 9-23, 9-24
change tapes daily 14-7



64 Contents and Index Vision 3 Training Guide

check if successful 14-52
check if successful, Novell server 14-56
check if successful, NT server 14-60, 14-63, 14-64
check if successful, workstation 14-53
check scheduled time, Novell server 14-72
check scheduled time, NT server 14-75
check time of 14-71
cycles 14-7
daily Novell server 14-47
daily NT server 14-49
daily on workstation 14-44
daily unattended 14-44
data only 14-6
if it fails 14-46, 14-89
if stopped and tape stuck 14-92
if terminal server 9-25
importance of 14-4
is it working properly? 6-43
manual 14-77
manual, Novell Server 14-80
manual, workstation 14-77
missed 14-93
normal routine 14-14
report, workstation 14-54
rotating the tapes 6-42
routine nightly b. 14-14
routine of tapes 14-7
schedule 14-70
status 14-60
stop a scheduled backup 14-92
stop or put on hold 14-98
store tapes off-site 6-43
the next morning 14-45

Backup device 14-6
how often to clean 14-6

Backup Exec
advantages 14-5
covered in this User Guide 14-5
group and icons 14-15, 14-31
Services 14-98
versions covered in User Guide 14-5

Backup Exec 5.5 Workstation
access to, menus, screens 14-15
daily routine 14-44
format tapes 14-42
initialise tapes 14-31
troubleshooting 14-89

Backup Exec 7.2 NT server
access to, menus, screens 14-24
check if backup successful 14-60
check scheduled time 14-75
configuration screens 14-107
initialise tapes 14-34
Intelligent Disaster Recovery 14-24
manual backup 14-82
Microsoft Exchange Server 14-24
selections, with Microsoft Exchange 14-26
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set up scheduled backups 14-26, 14-29
troubleshooting 14-94
with Microsoft Exchange 14-24

Backup Exec 7.5 Netware server
access from workstation 14-17
access to, menus, screens 14-17
daily Novell server 14-47
initialise tapes 14-33
selection backup sets, times 14-21
troubleshooting 14-90

Backup Exec Workstation client software 14-17
Backup History 14-56

example 14-58
Bad media 14-36
Barthel Index 28-8
Base population 32-26

Age Sex charts 32-38, 32-40, 32-42
Prevalence by percentage 32-48
Prevalence by proportion 32-47

Base start date, set for Prevalence 32-21
Batch Number

immunisation 20-28
Batch number edit 24-107, 25-39
Birth Surname 8-7
Bitmap hotspot 27-64
Bitmap in guideline 27-66
Blood pressure

add 20-4
CVD/CHD risk 21-35
graph 20-5

BMI 20-51
BMI 15-41
Body Mass Index 15-41
Book appointments 9-64
Book length 9-22
Book owners, Appointments 9-33
Book View

notes pulled 9-72
Book View 9-56, 9-61
Booking Form, Appointments 9-68
Booking form, edit or view, appts 9-82
Booking Information

default 9-23
Booking information, Appointments 9-34
Bookings for patients 2-18
Branch surgery sites 4-50, 4-53
Branch surgery, sign on to 2-11
Browse config window

enable 4-64, 4-70, 4-76, 4-103
Browse Config Window 16-6
Bulk Change Utility 2-36
Bulk patient transfer 2-20, 7-5
Bulk transfer of patients

deducted out of practice 7-101
four options 7-97
partnership reallocation 7-98
TP download from elsewhere 7-100
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C

C Drive Backup 14-16
Calendar on appointments 9-64
Cancel appointment 9-79
Cancel bookings 9-79
Cancel button 2-45
Cancel reason, Appointments 9-35
Cancel Reasons

default 9-23
Cancelled appointments

Booking Information Report 9-100
Consultation Report 9-102, 9-108

Cancer
READ terms 22-33
referral letter templates 23-20

Capitation Report age bands 8-9
Card text 9-71
Cardio-vascular READ Terms 22-34
Carers 4-35

add carers for patient 7-88
computer information re carers 7-94
Patient Details, Cons. Manager 16-39
report 7-94
where to add 7-87

Carers Report 30-112
Carriage Return to Next Line 27-49
Cause of Death 19-35
Caution codes 25-32
Caution Codes on labels 25-29
Cervical cytology See also smears

add new entry 31-4
enter recall for 15-50, 31-6
exclude from target 20-16
find positive smears 31-59
general points about adding 20-8
recall letters 31-62
recall search 31-14, 31-55
recall Search, groups 31-55
recall search, print group 30-90
run the recall search 31-55
target report 31-4
update entry with result 15-49, 31-5
update smear result 20-10

Cervical Cytology
clinical audit groups 31-60

Cervical Cytology Target Report 30-107
Change a telephone number 7-82
Change address of one family member 7-84
Change address of whole family 7-83
Change address to another family 7-85
Change address to new HA 7-70
Change Criteria

database upload 8-16
Change of address

remove OA 8-25
Change Password 2-7, 2-13
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Change registration status 7-71
Change Status 7-71
Change TP 7-70
Change user 2-12
CHD risk 21-30
Chemist preferred 7-15, 17-28
CHI number 8-7

amend, Security 8-45
Child Health Surveillance

in HV's guideline 28-12
Management Plan 21-53

Child warnings on labels 25-30
Cholesterol

CVD/CHD risk 21-35
Chronic Disease Registers 21-23
CHS

registered only for 7-64
Classic View 18-6
Cleaning backup device 14-6
Clear Failed Logins 2-9, 4-106, 4-107
Clear FP69 Status 8-40, 8-46
Clinic 16-10
Clinical addresses 12-24

currently active 12-26
EDI options 12-29
EDIFACT codes 12-27
name 12-25
properties 12-25
reference code of mailbox 12-26
trading partner cipher 12-26

Clinical area 32-4
export statistics 32-65
remove 32-64

Clinical audit groups
cervical cytology: 31-60
children's target immunisations 20-37
influenza 20-41
reminders 20-60

Clinical Audits 32-3
how to run 32-14
overview 2-22
print patient list 32-33
QOF Reporting 34-3
request for new audit 32-11

Clinical categories 32-4
delete searches 32-64
export statistics 32-65
view sub-levels 32-26

Clinical Correspondence
incoming 23-64
outgoing letter 23-19
record incoming letter 23-65

Clinical correspondence archive 23-46
Clinical data hotspot, guidelines 27-68
Clinical details, search for 2-20
Clinical Managers 4-110, 4-115
Clinical Scheduler 12-13
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times in Mail Gateway 12-80
Clinicians 4-78, 4-79
Clinics

Appointments 9-34
Clip Note 9-77

move booking 9-80
Close a Registration Quarter 8-72
Close All Modules 2-48, 15-75
Close Quarter Notification Transaction 8-67
Close Quarter Transaction Notification

on Daily Status Report 8-20
Close window 18-5
Codes

quick reference 4-46
Codes quick reference 4-46
Collection date 11-38
Column size defaults 9-60
Column widths

alter on Standard/Summary Reports 30-31
Commands menu 14-21
Comments 9-85
Community

READ codes 28-26
Community patient record views 28-4
Community Shared Information guidelines 28-9
Compact database, Appointments 9-109
Compare 14-13, 14-57
Complementary therapy 28-31
Completed Job 14-60
Completed Transactions 8-36

print-out 8-65
Consent refused data collection 7-48
Consultant Code 4-31, 15-66
Consultants

set up in File Maintenance 4-29, 15-65
Consultation

appt start/end time report 9-102
change default type/date 16-11
change type and date 16-31
close 16-12
close if no data added 16-12
F7 to start 16-8
how to tell if c. is started 15-11, 16-8
on first opening, problems 29-7
open a c. when one already exists 16-10
repeat prescriptions 16-31
set options 17-5
start 16-8
start and end time 9-87
start when select patient 15-10, 16-6, 17-5
start/end time, appointments 9-74
type of consultation 17-5

Consultation Manager 2-15
assigned READ codes in free text 11-29
assigned units in free text 11-30
create new Guidelines and Reports 27-3
data entry 19-3
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data entry from Patient Record 19-3
day to day use 2-37
guidelines, reports, leaflets, self-help 26-3
initial screen 16-4
launch from Mailbox 11-25
open from Patient Search 9-98
populate problems 2-37
Referrals 23-3
security and access to 4-116
setup options 17-4
start second Con Mngr 16-32
Summary, Data Grid, Management Plans 21-3
Therapy 24-9
therapy day to day use 2-37
toolbar icons 18-3
view Registration details 16-36
view test results 11-41, 11-47

Consultation Manager, access to 7-103
Consultation Options Setup 17-4

Appointments select patient, show warning 9-87, 16-17
Consultation types 16-10
Consultation View 18-9

move topic items 29-47
topics 29-45

Consultations Options Setup
appointments waiting time 9-87
show packsize warning 25-38

Consultations tab 18-22
Contact Number 7-40, 7-42
Content 12-55
Content button 12-57
Contraception

add 20-19
guidelines, PILS, self-help groups 20-23
look up a patient's entries 20-18
patients with coils 20-21
READ terms 20-22
READ terms, not needing contraception 20-23

Contraceptive services
registered only for 7-64

Contract/Expand 12-56
Contraindications

setup options 17-14
warning display 15-32
warning signals 15-33, 24-42

Control keys on Vision 3 views 18-18
Control Panel 2-29
Controlled drug reminders 17-22
Controlled drugs

issuing and printing 24-43
Copy an appointment 9-81
Copy bookings 9-81
Copy mail

by drag and drop on Mail Admin. 11-16
show copied items 11-15
to another mailbox on Mail Admin. 11-15
to another on Mailbox 11-39, 11-40
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Copy rights to another user 4-124
Copy therapy 24-99
Correspondence

clinical, incoming 23-64
outgoing letter 23-19

Count
Age Sex charts 32-38, 32-40

Count of patients 32-4
Country 6-22
Create a New Family 7-84
Credit card companies 4-36
Credit card numbers 7-55
CRIR code 4-48, 12-28
CSA 4-51
Current Consultation View 18-9
Current Therapy tab 18-27
Currently Active 12-26
Currently Relevant problem 29-2, 29-4, 29-42
CVD and CHD Risk

on Alerts 18-16
CVD risk and CHD risk calculator 21-30, 21-33

what if 21-36
Cycles of backup 14-7

D

Daily backup 14-9
labelling tapes 14-8
remember to change tapes 14-44, 14-47, 14-49
unattended automated 14-44
unattended scheduled 14-44
when backup completed 14-45
when to do 14-7

Daily routines 2-38
Daily Status Report

on access to Reg Links 8-19
outstanding transactions 8-68
re-display from Utilities 8-22

Daily Transaction Backup 8-54
print-out 8-65

Daily Transactions 8-48
print-out 8-65

Data collection consent refused 7-48
Data entry

about family member 19-29
Floating Drop Target 19-24
historical events 19-28
history and therapy 19-29
Management Plan 19-21, 21-10
summary foms 21-15
Summary/Data Grid 19-19
using menu, Cons Mngr 19-17
using toolbar 19-15

Data entry form
hiding and displaying 18-12

Data entry in Consultation Manager 19-3
Data Entry setup 17-8
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Data Grid 21-8
Data Grid format 18-36
Data Protection Act 14-11

right to subject access 7-96, 30-106
Data storage security 14-11
Data Transfer 2-27, 12-4, 12-81
Data View Options

multiline tabs 18-51
Organise Tabs 18-50
View Options 18-52

Data View Pane Options 18-50
Database reconciliation 8-10
Database Reconciliation

download 8-11
upload 8-15

Date
different dates on data entry 16-33
find past date on Reception / Book View 9-65
go to future d. on Reception / Book View 9-64
search for next free appt date 9-65
select using calendar, appointments 9-64

Date entry 2-46
forms default 17-8

Date filter 5-21
Date of Birth

search patient by 7-9
Date of collection 11-38
Date Records requested by TP 7-73, 8-38
Date records sent by TP 8-38
Date Records sent to TP 7-73, 8-38
Day Plan, Appointments 9-49
Deduct Patient, Security 8-45
Deduction reasons 8-8
Deduction Request

as a result of FP69 7-77
Deduction Request Rejection transaction 8-28

if outstanding before archive 8-69
Deduction Request transaction 8-53

how to request 7-68
Deduction Transaction 8-4, 8-26

activates medical records flag 8-38
at quarter end 8-72
if outstanding before archive 8-69
medical records requested by TP 7-73
reason codes 8-27
report 8-65

Default Booking Information 9-23
Default cancellation 9-23
Default referrals 11-63

add for a patient 23-10
set up 23-7

Default request for pathology 11-62
Default session type 9-23
Default slot types 9-22
Defaults for drug dosage etc 24-114
Defaults, category, on guideline design 27-80
Delete  repeat issue 24-111
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Delete Copy 5-69
Delete repeat master 24-110
Delete Searches 32-64
Deleted records 2-32, 4-127, 6-3, 6-23

audit 2-33, 6-3, 6-26
Delivery failure 12-70
Delivery report 12-38, 12-52

status indicator 12-56
Departments and Person

set up in File Maintenance 4-26, 15-63
Deselect Patient automatically 17-5
Detailed report 30-24
Devices 14-34, 14-39
Diabetes

CVD/CHD risk 21-36
Diabetes Management 21-26
Diagnosis 19-27

amend if incorrect 19-28
unconfirmed 19-28

DIF Format 30-122
Disaster preparation planning 6-39
Disaster Recovery 14-13, 14-24
Discharge letter 16-10
Discontinued drug search 30-78
Disease Management 21-22
disk mirroring 14-117
Dispensed 24-101, 25-28
Dispensing 7-47
Dispensing Bag Labels 25-40

amend design of 25-41
Dispensing label 25-29
Dispensing labels

caution codes 25-32
Dispensing pack labels 25-36
Dispensing patients

Therapy Add 24-53
Display changes 5-10
Distribute Slots 9-44
District Nursing patient record view 28-7
DLM 12-17, 12-81
DNAs

Booking Information Report 9-100
Consultation Report 9-102
how patient is recorded as DNA 9-75

DNAs Report, Appointments 9-103
Dosage 24-30
Down the Novell Fileserver 14-90
Download 2-26, 8-10, 8-11, 8-12
Download audits 32-55

Vision 2.2/3 32-55
Vision 3.01 32-55

Download Manager 2-27, 12-4, 12-13, 12-81
configure 12-17
times on Mail Gateway 12-80

Downloads of latest audits, guidelines etc 1-3
Drag and drop

clinical categories 32-53
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Consultation Manager 18-13, 19-24
Drag and Drop appointment 9-80
Drag and drop data 29-48
Drug

allergy 15-34, 24-10, 24-11
practice administered 24-53

Drug Action Group List 27-52, 27-59
Drug and Formulary display defaults 4-64, 4-70, 4-77, 4-104
Drug Check Results 24-42
Drug checks 15-24, 15-32, 24-33, 24-41

contraindications 15-33, 24-42
drug doubling 15-33, 24-42
setup options 17-14
while adding 15-22, 24-28

Drug Defaults Maintenance 25-38
Drug dictionary

version, Help, About Vision 6-28
Drug Dictionary Utilities 2-35, 2-37, 24-113
Drug doubling

warning signals 15-33, 24-42
Drug formulary 24-113
Drug formulary, export and import 24-116
Drug information for patient 27-50
Drug interactions 15-32, 24-41
Drug Label Design 25-29
Drug Label Printer 4-96
Drug Labels on Print Therapy 25-28
Drug manufacturers 4-35
Drug regime 27-52

group select 27-57
new 27-53

Drug Regime
preferred list options 27-62

Drug selection 15-21, 24-26
set default method 4-65, 4-70, 4-77, 4-104

Drug Usage Report 30-110
Duration of appointment 9-69

E

EBS screen 23-32
EDI options 12-29
EDIFACT format 11-30, 11-37
EDIFACT messages 12-57
Edit

Cnsultation Manager 19-14
Organisation 4-36, 4-52, 4-81

Eject media after job completes 14-28
Elderly Assessment 21-57
Electronic Data Interchange 2-26
Email

send referral letter by 23-14, 23-68
Email notification of backup, NT server 14-64
Email report from Reg Links 8-60
Email, send Reports by 30-119
Embed a guideline or report 27-42
Embedded, guideline property 27-77
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Emergency Evacuation Report 9-105
Emergency slots 9-110
Enable Browse config window 4-64, 4-70, 4-76, 4-103
ENCOUNTER 29-4, 29-24
Encounter READ codes 28-27
Encounter Report 19-33
Endocrine, Diabetes, Metabolic Disorder READ terms 22-39
England and Wales

set system to 6-22
Enquirers Maintenance 33-4
ENT READ terms 22-41
Episodes 29-50

automatically generate. 29-55
close an open-ended e. 29-54
create closed e. 29-54
on Timeline 29-48
open closed e. 29-55
open-ended 29-52
open-ended 29-10, 29-50
start episode 29-23

Erase 14-30, 14-36
cartridge 14-42
long 14-36
quick 14-36
security erase 14-42

Error File
print 8-65

Error File, Reg Links 8-30
Error icons on messages 12-55
Error messages 14-54, 14-68
Error resolution of messages 12-67
Event Log 4-127
Events

delete 9-95
Events folder 12-47
Events, appointments 9-93
Events, print, appointments 9-95
Examination Findings 21-5
Excel, export statistics to 32-66
Exit 7-103
Exit from Vision 2-48, 15-75
Exit from Windows 95 3-12
Expired repeat masters

re-authorise 24-102
Expired repeat therapy 24-102
Expired repeats 15-28, 24-60
Export

guideline 27-71
Export a patient's records 30-105
Export Age Sex statistics 32-42, 32-65
Export audit data

flag audits 32-68
run export after generation 32-73
run export after generation manually 32-74
start export from menu 32-69

Export data
from report display 30-117
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from searches 30-35
Export report data 30-24
Export report data, Reg Links 8-58
Export results 32-65
Extend Books 9-51, 9-54
Extract directory 30-35, 30-121
Eyes READ terms 22-42

F

Failed backup status 14-94
Failed translation

incoming 12-76
outgoing 12-77

Family details
Patient Details, Cons. Manager 16-39

Family history 15-19
Family History 19-30
Family member select 7-15
Fastpath for same screen for patients 16-29
Fault finding 14-92
Fax

add number 7-82
Female Health Check 21-18
Females coloured blue 32-37
File - Exit 7-103
File a message manually 5-60
File all messages 5-60
File icons 5-59
File into Vision

automatically 11-35
file all results 11-36
file individual result 11-36
file only abnormal result(s) 11-36
file selected result(s) 11-36
file whole mail item 11-36

File Maintenance 2-29
organisation, other 4-35
practice 4-50
set up 2-36
set up HA 4-18
set up hospitals 4-23, 15-60
staff 4-54

File report output 30-121
Fileserver 14-17
Filing

if message won't file 5-62
Filing path result

automatically into Vision 11-35
flag for filing 11-24, 11-25, 11-37
individually into Vision 11-36
into Vision 11-35
using More 11-37
whole mail item 11-36

Filterable 18-35
Filtered tab 18-21
Find messages 12-59
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Fit to Graph 32-35
Fix Axis 32-35
Flag for Filing 11-24, 11-25, 11-37
Floating Drop Target 18-13, 19-24

copy therapy, make acute into repeat 18-31
therapy copy 24-100
therapy, copy, turn acute into repeat 24-23

Floating toolbar
guidelines 27-26

Folder list
hide 5-10

Folder menu 7-104
Folders and files 3-7
Footpath miles 8-8
Force re-authorise 24-60, 24-102
Forename 7-33
Format tapes 14-42
Formulary for nurses 4-67
Formulary, drug 24-113

export and import 24-116
Formulary, READ 22-12

add READ terms 22-12
export 22-14
import 22-15
remove READ terms 22-13

FP22 reminders 7-74
oustanding, Reg Links warning 8-22

FP69 Flag Removal transaction 8-40
FP69 Prior Notification transaction 7-75, 7-76, 8-39
FP69 status

how it works electronically 7-76
how it works manually 7-75
manual removal of 7-79
reports on patients 7-79
TP response 7-79
unmatched transactions 7-79

FP69 tab, Registration
FP69 status 7-76

FP69 Transaction tab 7-78
Free slot search 9-65
Frozen details 8-3, 8-33, 8-49
Frozen patients 7-54
Full Server Backup 14-16
Future Appointments Report 9-106

G

Gastrointestinal READ terms 22-43
General options 12-7
General setup options 17-24
Generate audit group statistics 32-14

first time 32-21
monthly 32-23
re-run month 32-25

Generate menu 32-7
Generate Recalls 2-22, 30-97
Generate reminders only 32-19
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Generate tab
if red 32-14

Generic
change to from brand 15-24, 24-32

Generic, switch from brand 15-21, 24-26
Genito-Urinary / Gynae READ terms 22-45
Get Category Defaults 27-80
Getting Started 2-5, 15-4
GMC code 4-46, 4-62
GMC Code

Staff Maintenance Utility 4-93
GMP code 4-46
GMP Code 4-60
GP

CHS, Maternity, Contraception, M.Surgery 4-61, 4-68, 4-75
dies or leaves, patient transfer 7-97
different weekly template 9-110
set up appt.sessions 9-16

GP code 4-46
GP Code 4-61

Staff Maintenance Utility 4-94
GP Communicator

backup and transmissions 14-70
not clash with backup 14-70

GP registrar
making inactive when leaving 4-58, 4-75

GP/clinician 17-8
GPC

baud rate 12-10
GPC interface 12-31
GPC, Health Link Mailbox 4-41, 12-26
GPC3

daily tasks 12-6
GPRD Data Collection 7-15
GPs

principal 4-78
responsible partner 4-60
role 4-78

Grandfather method tape labelling 14-7
Graph

weight/height 15-41, 20-53
Graph menu options 32-8, 32-32, 32-35
Graph style

Age Sex charts 32-37, 32-40
Graphs

colours 32-36
Fit to Graph 32-35
Fix Axis 32-35
labels 32-36
move lines to see 32-35
print 32-35
print preview 32-35
print selected area 32-35
properties 32-36
toggle style 32-35
zoom in 32-35

Group Maintenance 2-22
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Group of mailboxes
add, Mail administrator 11-14
edit, Mail Administrator 11-15
remove 11-15

Group of patients
select from in Cons Manager 16-24

Groups
combine and exclude patients 30-93, 31-63
from Cytology Recall Search 31-58
make work group 30-93, 31-63
print address labels 31-66
print list of search patients 30-90
reminders 30-99
select patient from 16-6
view patients in 30-90

Groups of users 4-110
add new g. 4-113
delete g. 4-113
remove user from group 4-112

Guideline Index
adding to 26-19

Guideline tab 18-24
Guidelines 2-17

Age sex filter 27-38
aim 27-47
Application 27-65
bitmap 27-66
bitmap hotspot 27-64, 27-81
category report or guideline 27-24
clinical data hotspot 27-68
community staff 28-4
copy 27-21
copy to clipboard 27-73
copy, cut, paste, drag and drop 27-73
create new 27-3
cut to clipboard 27-73
defaults 27-80
delete a line 27-74
description 27-23
design mode 27-25
drag and drop lines 27-73
Drug Action Group List 27-59
drug information for patient 27-50
drug regime lines 27-52
edit 27-21
embed a guideline or report 27-42
embed guideline 27-43
export 27-71
external applications 27-65, 27-82
floating toolbar 27-26
font and colour 27-78
glossary 27-81
header 27-22
how selected line looks 27-73
how to reach 26-5
icons in 27-82
icons on menu 27-28
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import 26-17
include in index 27-44
include Word document 27-86
index 26-19
index icons 26-5
Indexes on toolbar

switch on or off 26-6
initially expanded 27-77
insert a new line 27-74
line levels and text indent 27-75
local guidelines 26-22
mnemonic 27-23
multi-media lines 27-64
options setup 26-4
paste from clipboard 27-73
patient advice 27-51
Patient Data 27-30
Patient Data Grid 27-33, 27-35
prescribe from local guideline 26-29
prescribing message 27-48
print drug information 26-26
Print Plan 26-44
properties 27-75
quick summary to add a new g. 27-15
READ term triggers 26-9
Record Diagnosis 27-40
right mouse in design mode 27-27
select by mnemonic 26-7
selectable 27-77
sex filter 27-24
Special Format, Patient Data Grid 27-36
Style 27-78
subheadings 27-29
supportive text 27-48
text lines 27-47
trigger set up options 17-17
triggering by READ term 19-26
triggering Read term 27-24
triggers edit 26-9
types of 26-3
videos 27-67
view 27-21
word wrap 27-77

H

HA
identifiers 4-51
new, responsible 4-51
Q code 4-21
specialities 4-80
transmission to 8-4
transmission to 8-4

HA/GP Links Project 2-26
Haematology READ terms 22-48
Handwriting Reminders

set up 17-22
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Handwritten exempt 4-60
Hardware protection 6-39
HDL Colesterol

CVD/CHD risk 21-35
Header 12-7, 12-56
Header tab 5-26
Header, Reports and Guidelines 27-22
Health Authority

address 12-25
Health Link Mailbox in File Maintenance 4-19
Registration 7-34
set-up in File Maintenance 2-36

Health Authority, Heath Board 4-16
Health Board 4-51
Health care professionals 4-78
Health Check forms 21-18
Health Link Mailbox 4-41

in File Maintenance 4-19
Health Promotion 21-39

Management Plan 21-40
smoker 20-44
summary 21-42

Health Visiting patient record view 28-12
HealthLink Connection 12-27
HealthLink Mailbox 4-47, 12-26

clinical address / File Maintenance 12-67
Height

add 20-51
graph 15-41, 20-53

Help 1-5, 4-10, 15-7
Hierarchy

in drug selection 24-38
Historical records 19-28
History Add 19-6, 19-8
History add to a group 19-10
History defaults 17-8
Hold slots

release 9-92
Holiday mail 5-69
Holidays, on appointments 9-93
Hospital number 7-55, 7-56, 7-86
Hospitals

record h. attendance, Con Mngr 16-31
set up in File Maintenance 4-23, 15-60

Hospitals and NHS Trusts
add consultants 4-29, 15-65
add departments 4-26, 15-63

Hot keys for tabs 18-52
House 7-38
House Calls 16-32
House Calls 9-16, 9-17
House, Road, Locality, Town, County, Postcode 4-40
Household 7-57
Housekeeping checklist 2-38
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I

Icons
Guideline design mode 27-28

Icons at Start-Up menu 2-14
Icons on toolbar

Consultation Manager 18-3
Identifiers 7-55

Patient Details, Cons. Manager 16-38
staff 4-61, 4-70, 4-76
ViSion 7-15

Image, guidelines and reports 27-66
Immunisations

contraindicated 15-44, 20-38
display add 15-42, 20-26
display add or summary 20-25
influenza,clinical audit groups 20-41
parental consent 15-44, 20-39
reason, country, nature of risk 20-27
refused 20-38
target, children, clinical audit groups 20-37
type and stage 20-27

Import 12-63
text for guideline 27-47

Import searches 32-61
Import tab 33-7
Import the queries 33-10
In need of attention message, Job Manager 14-90
In Practice Systems Online 1-3
In use files 14-52
Inactivate and Reactivate therapy items 24-110
Inactivate searches 32-64
Inactivate staff

Staff Maintenance Utility 4-93
Inactive searches 32-6

display only 32-30
reactivate 32-30

Inactive staff 4-58, 4-66, 4-75
Inactive user 4-64, 4-103
Incidence 32-50

menu options 32-8
Show Net 32-51
toggle style 32-52

Incidence Wizard 32-35, 32-52
Incoming (Wrong TP) Rejection 8-29, 8-69
Incoming Amendment Transaction

process 8-25
Incoming Deduction Request Rejection transaction 8-28
Incoming failed translation 12-76
Incoming folder 12-42
Incoming mail processing 12-43
Incoming message cycle 12-44
Incoming message problems 12-70
Incoming transactions 8-6

needing processing 8-24
Incomplete appointments

Consultation Report 9-103, 9-108
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Incomplete Patient Report 7-65
Incomplete registration 7-53, 7-64
Incomplete Results 11-28

assign valid units 11-28, 11-29
Index

guidelines, on toolbar,switch on or off 26-6
local guidelines, create 26-19

Infectious Diseases READ terms 22-49
Influenza vaccinations

clinical audit groups 20-41
Information hierarchy 32-4
Initial filter 18-14
Initial Views 17-11
Initialise new tapes 14-30

NT server 14-34
server 14-33
worksation 14-31

Initially expanded, guideline property 27-77
InPS website 32-55
Installing Vision 3 33-1
Institution 7-46
Institution codes 8-7
In-study code 7-56
Insurance organisations 4-35
Intelligent Disaster Recovery 14-24
Interactions

setup options 17-14
warning display 15-32, 24-41
warning signals 15-32, 24-41

Interchange Mismatch Error 12-75
Interchange number 12-56

find message by 12-59
Interim Archive 8-75
Internal Transfer

no Medical Records Flag 7-74, 8-38
Internet INPS website 1-3
In-Tray, place mail items in 11-39
In-Tray, send mail items from 11-40
In-Tray, view mail items in 11-39
Invalid units 11-28

assign 11-29
Inventory 14-35
Issues Made 15-28, 24-60
Items of Service

setup 2-37
warnings for night visit and minor surgery 17-24

J

Job Frequency 14-22
Job History 14-56

view log 14-58
Job Information screen 14-22

amend time and date 14-73
if greyed out 14-73
manual backup 14-81

Job Manager 14-17, 14-19, 14-48, 14-73
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if not available on server 14-92
in need of attention 14-90
stalled 14-91

Job Monitor 14-60
aborted or failed status 14-94
not showing recent logs 14-94
while initialising tapes 14-37

Job Schedule 14-72, 14-73, 14-80
Journal List Properties 18-53
Journal tab 18-19
Journal view

timeline 29-57

K

Keyboard features 2-43
Keyboard use on Vision 3 tabbed view 18-18
Keywords READ dictionary 22-3

add or remove 22-13
by clinical specialty 22-33
customise 22-17

L

Label
print 9-71

Label design 2-37
Label printing 31-65
Label tapes 14-8

alternate label 14-40
Labels

dispensing bag 25-40
dispensing bag label design 25-41
drug 25-29
icons on Therapy tab toolbar 24-20, 25-28
label icon, print patient label 18-5
pack labels 25-36
print address 31-66
setup for appointments 9-36
specimen (Pathology) 11-64
specimen (Pathology), design 11-65

Labels on graphs 32-36
Letter

record incoming, Clinical Correspondence 23-65
recording l.from hospital 16-10

Letters
create template for referrals 23-51, 23-52
from outpatients 23-5
generate outgoing 23-19
generate referral letter 23-12
include drug history 23-16
incoming 23-64
insert merge fields 23-54
list and re-display 23-18
Options, template for referrals 23-61
outgoing, make text visible on record 23-14
print other than referral ls 23-47
templates 23-52, 31-79
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word processor for 6-21, 23-51, 31-77
Lifestyle 21-17
Link codes 12-27

errors 12-73
Links tab 18-37
Local Guideline Index

on Guideline tab 18-24
Local guidelines

create index 26-19
features of 26-22
index on Management tab 21-14
preferred drug list 26-33
prescribe from drug action group list 26-31
prescribe from drug regime 26-30
print 26-24

Local Identifiers 11-19
Local Patient Identifier 7-56
Local queries 33-16
Locked out of the system 2-9
Locked out user 4-101, 4-106
Log book 14-10
Log files 14-61

error messages 14-55
example from NT server backup 14-62
in use files 14-52
Novell server backup 14-58
NT server 14-60
NT server backup 14-60
print 14-67
print, NT server 14-62
skipped files 14-52

Log on to network 2-3
Log out of Windows 2-48
Login

access denied 2-9
change user without exiting 2-12
clear failed 2-9, 4-107
event log 4-127, 6-25
failed login attempts 2-9
if your login name not displayed 2-6
locked out of the system 2-9
menu, Vision front menu 2-12
name, add 4-64, 4-70, 4-76, 4-103
name, network 2-3
retries if incorrect 4-107
select branch surgery 2-11
select Training System 2-10
set up computer users 2-36
show list of users at l. 4-107
to Vision 2-5, 15-4

Long Erase 14-36
Lookup Maintenance 11-30

Read codes 11-30

M

Mail Administrator
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action mode 11-9, 11-10
allocate mode 11-7, 11-8
quick reference 11-4
summary of what you can do 11-11
toolbar and menu options 11-4

Mail Folders 12-36
Mail Gateway 2-28, 12-5, 12-78

run now (Update Vision) 12-34
running for transmission 12-15

Mail item
unmatched patient 11-11
view details of 11-23

Mail List 12-31
Mail Maintenance 2-26

overview 2-31, 4-131
Mail Manager 2-31, 4-131, 11-3
Mail Manager, pathology codes 4-28, 15-64
Mail View 12-32, 12-54
Mailbox 2-25

add a group, Mail Administrator 11-14
add, Mail Administrator 11-13
edit a group 11-15
Mail Administrator, Allocate 11-12
move or copy result 11-15
pathology results 11-22
quick reference 11-20
redirect clear 11-17
redirect mail 11-17
remove a group 11-15
remove, Mail Administrator 11-13
right mouse options 11-25
right-hand column 11-26
toolbar, icons, menu 11-20

Mailbox icon in Cons Mngr 11-41
Mailbox reference code 12-26
Mailbox Startup 6-4
Main surgery 4-50
Maintenance mode 12-33, 32-64
Major and Day Case Surgery READ terms 22-49
Make Unavailable 9-90
Male Health Check 21-19
Males coloured red 32-37
Management Plan

edit or create 27-33
test results 11-55

Management Plans 19-21, 21-3
data entry 21-10
toolbar 21-13

Management setup options 17-17
Management tab

local guideline Index 21-14
Manual backup 14-77

Backup Exec 7.2 NT server 14-82
Novell server 14-80
workstation 14-77

Manual practices 8-66
Manually eject tape 14-7
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Map existing appointment searches 9-99
Maternity

ante-natal consultation 21-50
Management Plan 21-47
post-natal consultation 21-51
registered only for 7-64

Maximise performance, resources 17-24
Med 3 medical certificate 15-36
Media Information 14-39
Medical History

Add 19-8
no SDA entry 19-3

Medical Insurance organisations 4-35
Medical record flags 8-38

clear, Security 8-46
how they work 8-38
if outstanding before archive 8-22
Records Required/Sent reports 8-65

Medical Records
date sent by TP 7-64
not received by TP 8-22
outstanding 7-74
sent by TP 7-64

Medical Records Flag Removal 7-74, 8-38, 8-39
Medical Records Reports 7-74, 8-38
Medical Records requested/sent 7-73
Medical Records sent 8-39
Medical records transactions 8-4
Medication review 25-4
Mental Health READ terms 22-51
Menu and toolbar options 12-33
Menu item for action 11-34
Menus 2-42
Message

delete copy 5-69
GPs on leave mail 5-69
print 5-70

Message content
Edifact or raw 12-57

Message icons 12-37, 12-55
Message types 12-48
Messages

error resolution 12-67
find 12-59
Read and unread 5-39

Messages with errors 12-37
Microsoft Exchange 14-114

create a server profile 14-114
selections for backup 14-26

Microsoft Exchange Server 14-24, 14-114
Microsoft Word 6-21

set up template letters 23-52, 31-79
Microsoft Word 6.0 23-51, 31-77
Midwives 9-17
Midwives data entry 28-29
Minor Surgery

add 20-54
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registered only for 7-64
MIQUEST 2-23
Miquest Reference 33-15
Miscellaneous

letters and notepad 23-64
Missed backup 14-93
Mnemonic 4-27, 15-63
Modems, turning off 6-40
Modify Books 9-92
Modules menu, Start-up 2-14
Monthly backup 14-9

when to do 14-7
Monthly routines 2-39
Morbidity 19-27
Morning surgery 9-16
Mouse features 2-43, 2-44
Move appointment 9-80
Move bookings

multiple 9-80
Move lines to see charts/patients 32-35
Move mail

to another GP on Mailbox 11-40
to other mailbox(es) on Mail Admin. 11-15

Multilex dictionary
version Help, About Vision 6-28

Multilex drug dictionary 15-22, 24-26
drug defaults 15-24, 24-30

Multi-media lines in guidelines 27-64
Multiple Sites 4-50
Multiple slot options, appointments 9-79
Multi-tasking 3-5

N

National Identifier 4-51, 32-67
Navigation pane

Vision 3 view 18-14
Negative entries 19-28
Netware Client 14-17, 14-19, 14-20, 14-48, 14-56

if not available on server 14-92
Network

check who is logged on 14-85
check who's logged on NT server 14-49
log users out of Novell. N. 14-47

Network log on 2-3
Neurological READ terms 22-52
Never add to Preferred List 27-63
New HA 4-51
New HA / Same GP 8-50
New HA/Same GP 7-81
new patient 7-20
New patient

TP sends medical records 7-64
NHS No 7-34
NHS number 8-7
NHS Number 8-17

amend, Security 8-45
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updated on approval transaction 8-37
NHS Trusts 4-23, 15-60
NHS002 and NHS003 messages 12-49
Nicotine replacement 20-46
Night visit

recording 16-32
No data available 27-32
Non delivery report 12-52, 12-70
Non-clinical message 12-49
Normalex defaults 24-114
Northern Ireland

set system to 6-22
Not Delivered 12-69
Not enough memory 14-92
Notes

admin, contact, confidential 7-45
attached to path results 11-23, 11-25
on booking form 9-84
patient 9-83
reminder from 9-84

Notes pulled for appointments 9-72
Notification by email, NT server 14-64
Notification by print, NT server 14-63
Novell network

send messages 14-47, 14-85
Novell Network

who is logged on 14-47, 14-85
Novell server

down the fileserver 14-90
NT network

who is logged on 14-49, 14-86
Nurse prescribing

therapy add 25-51
Nurses

appointment sessions 9-17
guidelines and Management Plans 28-21
READ codes 28-26

Nursing homes 7-46, 7-61

O

Obese 15-41, 20-51
Occupational Therapists patient record view 28-17
Occupational therapy READ codes 28-32
OK button 2-45
On screen viewing 8-57, 8-58, 30-115, 30-117, 30-121, 30-122, 30-123
On-Line Archive 8-67
Online Booking box 23-29
On-screen help 1-5, 4-10, 15-7
Open clinics 9-17
Open Data source, referral letter templates 23-23
Open session, no fixed appts 9-43
Open-ended episodes 29-10, 29-50
Options

Archive and purge 12-18
Clinical Scheduler 12-13
General 12-7
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Options - Set-Up 6-4
Options in Patient Select 7-12
Options menu 14-20
Options, Select Patient 7-11
Order by Source 32-29
Order by Subject 32-29
Organisation

add consultants to Hospitals and NHS Trusts 4-29, 15-65
Addresses tab 4-40
audit 4-37
audit 4-37
audit addresses 4-38
clinics 4-35
Consultants 4-29
Department 4-26, 15-63
edit 4-36, 4-52, 4-81
health authority 4-16
Hospitals and NHS Trusts 4-23, 15-60
list 4-13
Nursing Homes 4-32
other 4-35
PCT 4-35
remove or inactivate 4-36
Residential Institutes 4-32
Strategic Health Authority 4-20
telephone 4-41
TP/HB/CSA 4-16

Organisations
for correspondence 23-50
set-up in File Maintenance 2-36

Organise Tabs 18-50
Orthopaedic READ terms 22-54
Orthoptic READ codes 28-31
Outgoing failed translation 12-77
Outgoing folders 12-39
Outgoing message cycle 12-41
Outgoing message problems 12-67, 12-69
Outgoing message processing 12-40
Outgoing transactions 8-6, 8-48
Outpatient letters 23-5
Output Method 30-115
Outstanding medical records 7-74
Outstanding Transactions

on Daily Status Report 8-20, 8-68
Overrun 9-70
Overweight 15-41, 20-51
Overwriting allocated media 14-95

P

P Admin (Therapy) 24-101
P/Admin (Therapy) 24-107, 24-108, 25-29
P/Admin box on Therapy Add 24-53
Pack Labels 25-36
Pack Size and Pack labels 25-36
Pack Size and Pack Labels 25-38
Partners
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differences from England 8-7
Partnership Reallocation 7-98
Passive smoking 20-46
passive triggering 26-8
Password

at sign-on 2-6
change at login 2-7
change at sign-on 2-7
change on Login menu 2-8, 2-13
change or new p. 4-104
enter at login 2-5, 15-4
expiry interval 4-106
force expiry 2-10
force p. to expire 4-106
global expiry date 4-107
if you have forgotten it 2-8
minimum length 4-106
network, log on 2-3
repeat same word 4-105
reset 4-101, 4-106
reset if forgotten 2-8
SYS 2-6

Past medical history 19-28
pat_id 30-39
pat_id number 7-15
Pathology dept codes 4-28, 15-64
Pathology lab

address 12-25, 12-26
Pathology messages 12-49

five status, successful and failed 12-50
Pathology requests 11-60
Pathology results

how to see details of 11-23
listed by type 11-67
Mail Manager 11-3
on Mailbox 11-22

Pathology specimen labels 11-64
Pathology specimen labels, design 11-65
Patient

find if already on computer 7-22
inactive 7-14
see all messages about 5-27
unmatched 5-40

Patient advice
guidelines design 27-51

Patient Advice
print on prescription 24-47

Patient count
Age Sex charts 32-38, 32-40
switch display on 32-30

Patient Data Grid, guidelines 27-35
Patient Data, guidelines and reports 27-30
Patient database 2-26, 2-36
Patient details

on therapy re-order form 17-28
Patient Details 16-37
Patient details display
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set up in Systems Constant,  Appts 9-30
Patient format

summary and detailed reports 30-30
Patient Groups 2-22
Patient Groups and Recalls module 32-54
Patient identification 33-15
Patient Notes 9-83
Patient numbers 7-15
Patient Record

add data 19-3
define your own view 18-45
display initially 17-6
displayed when patient selected 15-10, 16-6
example creating own view 18-56
in consultation mode 16-8
Problem View 29-2
setup options Vision 3 view 17-10
swapping between views 16-32, 18-43
Vision 3 views 17-11

Patient Record View 18-6
Patient Record views

Community 28-4
Patient Record Vision 3 view 18-7
Patient Record Vision 3 View 18-43
Patient Report

find all data stored 7-96
Patient Reports 30-102

add new, quick summary 27-3
add report to Reports Index 27-13
Age sex filter 27-38
age/sex filter 27-10, 27-38
age/sex filter, remove 27-11
change criteria 30-103
copy part 26-45
currently selected line 27-26
description 27-23
design mode 27-5
Embed a guideline 27-8
Embed a report or guideline 27-42
embedded 27-77
exit design mode 27-70
floating toolbar 27-5
header 27-22
Index 27-12
keyboard use in 27-83
overview 26-38
Patient Data 27-30
patient data line 27-7
plan header 27-23
print for group of patients 26-46
properties 27-75
quick summary for new p.r. 27-3
sample report 27-12
select to print 26-39
sex filter 27-24
spacing of line 27-79
sub-heading 27-6, 27-29
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Text lines filter 27-47
view on-screen before print 26-41
which records to display 27-10

Patient search, appointments 9-97
Patient select

Consultation Manager 16-5, 16-13
from Family screen 16-6
name on title bar 16-7

Patient Select 7-17
Patient selection

Active Patients Only, Options 7-11
from Family screen 16-39

Patient transfer out 7-68, 7-69
patient, new 7-20
Patients

Bulk transfer of 7-97
display inactive 7-11
display only active 7-11
inactive options 7-11
view from groups 30-90

Patients list 32-31
display clinical details 32-32
sort order 32-32

Patients menu 32-7, 32-32
Patients Reports

include in Index 27-44
PCT 4-35
PDS

new patient 7-21
Peak Flow 15-46, 20-6
Pending 12-38

time to move messages to Attention 12-7
Percentage

adjustment examples 32-42
adjustment for bias options 32-38, 32-40
Age Sex charts 32-38
of a base population 32-4

Percentages
switch display on 32-30

Personal Address Book 12-24
Personal Demographics Service PDS 7-16

new patient 7-20
updates 7-19

Personal Plans, Appointments 9-46
Pharmacy 4-35
Pharmacy preferred 7-15, 16-40, 17-28, 24-7
Physiotherapy patient record view 28-14
Physiotherapy READ codes 28-32
Place of birth 8-8
Plan

print 9-52
Plan header 27-22
Planers

set up, Appointments 9-53
Podiatry READ codes 28-32
Polling 2-28, 12-5, 12-33, 12-78

set time period 12-7
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Pop Up Read Term dialog 29-8
Populate problems

for GMS contract 29-36
Populate Problems 2-37, 29-30
Populate Read Formulary 22-14
Populate READ Formulary 2-37, 22-12
Postcode 7-39, 8-17
PPA No 4-60
Practice 4-50
Practice Administered items

edit batch number 24-107
Practice administered therapy 24-53
Practice administration 4-78
Practice Maintenance 33-3
Practice Meeting 9-17
Precautions

prescribing therapy 15-33, 24-42
Preferences

Patient Details, Cons. Manager 16-40
Preferred Drug List 27-62
Preferred List options 27-62
Preferred Pharmacy 4-35
Preparation

non-standard for drug 24-81
Preparation on therapy add

choosing quantity or packs 24-29, 24-59
Prescribe

from local guideline 26-29
Prescriber warnings 15-33, 24-42
Prescribing code

GMP Code 4-60
Prescribing message

guidelines 27-48
Prescribing number

nurse 4-67
Prescription

telephone number 4-51
Prescription Printer 4-95
Prescriptions

controlled drugs 24-43
HA or PCT 4-12, 24-7
if unprinted 17-23
issue repeats 24-62
issue repeats, drug changed 24-65
print acute 15-25, 24-35
print PCT, HA, or TP 4-51
printed address 4-50
record acute without printing 24-40
re-order form 17-28, 24-66
unprinted 24-40

Prevalence 32-46, 34-52
by Count 32-47
by percentage 32-48
by proportion 32-47
menu options 32-8
options 32-47
set base start date 32-21
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toggle style 32-49
Prevention Summary 21-45
Previous Surname 7-86
Primary Care Group and Trust

select for Practice Details 4-51
Principal GP 4-60
Print

acute prescription, 24-35
advice for nondrug therapy on scripts 26-25
after viewing on-screen 30-116
appointment list 9-72
appointments backup text file 9-24
bag labels 25-40
bag labels number to print 25-42
bag labels separately 25-40
controlled drugs 24-43
drug and bag labels from Therapy tab 24-20, 25-28
drug information 26-26
Emergency Evacuation Report 9-105
events list, appointments 9-95
from Mail Administrator 11-40
full patient details, Data Protection 30-106
labels as appointment reminders 9-39, 9-71
labels for drugs, packs and bags 18-30
local guideline 26-24
mail items 11-40
pack labels 25-36
pathology result 11-24
Patient Report 26-39
Patient Report for patient group 26-46
Patient Report in Searches 30-103
Patient Report, Print Plan 26-44
plan 9-52
preview 9-101
repeat prescription 18-30
repeat prescriptions 24-62
repeat prescriptions from Therapy tab 24-20
repeat prescriptions, drug changed 24-65
search results 9-101
specimen labels 11-61, 11-64
text 27-49

Print 30-115
Print a graph 32-35
Print a report 8-64
Print acute prescription, 15-25
Print address labels 31-66
Print charts 32-53
Print controlled drug reminders 17-22
Print labels 31-65
Print log file

set up 14-28
Print log files 14-67

NT server 14-69
workstation 14-67

Print message 5-70
Print notification of backup, NT server 14-63
Print Options 30-123
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Print patient report when leaving 7-72
Print Preview 32-53
Print Preview  statistics 32-53
Print preview a graph 32-35
Print report after viewing on-screen 7-67
Print run limited 31-35
Print selected part of graph 32-35
Print standard forms 8-66
Print statistics 32-53
Print the recall letters 31-35
Printer

connect in Windows 3-11
Printer 7-67
Printer files 14-52

skipped files 14-55
Printer set-up 6-5
Print-out

reports 8-64, 30-123
Priority 15-16, 19-7
Priority on history entry

filter display of specific priority 18-19
Private patient 7-63

appointment for 9-76
Problem

creating 19-26
Problem View

list problems 29-41
Patient Records 29-2

Problems
active and inactive 29-2
add 29-8
add new 29-5, 29-7, 29-11
all problems 29-2
automatic generation 29-8, 29-11
bok icon 29-6
copy data item to other problem 29-22
copy item 29-22
Currently Relevant 29-4
data items within problem 29-22, 29-23
delete 29-5
edit 29-5
expand and view data within 29-4
generate episodes 29-5
historical data 29-55
make inactive 29-5
move data item from problem 29-23
move historical items into problem 29-23
move item 29-22
moving the data in problem 29-4
new data entry in problem 29-5, 29-43
open 29-6
open existing 29-7, 29-9
open new 29-6, 29-9
populate 29-30
problem add screen 29-13
remove data item from problem 29-22
remove item 29-22
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remove item from 29-44
right mouse click 29-5
select data items 29-22
semi-automatic generation 29-8, 29-11
set up options, generation 17-17
short name 29-7, 29-10
start episode 29-23

Problems tab 18-33
Program Manager

Backup Exec group 14-15, 14-53, 14-67
Prompt to add to Preferred List 27-62
Properties of guideline lines 27-75
Provider description

free text 11-30
swap to 11-24

Provider descriptions
not mapped to READ code 11-30

Provider Unit
set up in File Maintenance 4-23

Psychiatric READ terms 22-51
Purge On-Line Archive 8-76

Q

QDR files 14-52
QMAS Returns audits 34-3
Quarter end date

on Daily Status report 8-20
Quarterly Archive 8-72, See also Archive

Scotland 8-73
Quarterly Archive Certificate 2-27, 8-72
Quarterly Archive Due 8-20
Quarterly Capitation Reports 8-72
Quarterly Certificates 8-72
Queries tab 33-11, 33-12
Quick Erase 14-36
Quick reference menu and toolbar 32-6
Quick summary to add a new g. 27-15

R

RAID 14-24, 14-117
Read and unread messages 5-39
Read code

assign 11-28
READ code missing on result 11-28, 11-30
READ codes

assign to result 11-28
community care 28-26

READ colour coding on Patient Record 17-13
Read dictionary

select in Consultation View 29-8
READ dictionary

add keywords 22-13
add to formulary 22-12
chapters 22-6
current version, Help, About Vision 6-28
customise keywords list 22-17
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export formulary 22-14
find and use correct READ term 22-6
formulary 22-12
import formulary 22-15
in data entry 15-14, 19-3, 19-8
keywords 22-3
navigating 22-9
preferred codes and synonyms 22-11
READ codes 22-4
request changes or updates 22-32
select formulary defaults 4-64, 4-70, 4-77, 4-104
selecting from 22-3, 22-4
use in Consultation Manager 2-17
useful abbreviations 22-30
useful clinical READ codes 22-33

Read mail item 11-23
Read report 12-52
Read Report 12-38
Read term

lookup maintenance 11-30
results without 11-31
swap to view path result by 11-24

READ term
triggering guideline 26-8

READ Term
Record Diagnosis guidelines 27-40

READ Term Add
quick way 22-7

READ Term -Add 19-4
Read terms

triggering guideline 27-24
Read the queries 33-7
Reallocate

England and Wales 7-98
Scotland & NI 7-99

Re-authorise
Force re-authorise 15-28, 24-60

Reauthorise repeat masters 24-102
Re-authorise repeat therapy 24-102
Recall

enter for cervical cytology 15-50, 31-6
run cervical cytology search 31-14
smear 15-50

Recalls 2-22
Recalls and Groups

day to day use 2-37
Receipt report 12-52

status indicator 12-56
Receipt Report 12-38
Receipt Reports 12-49
Reception View

choose owners 9-59
column add 9-59
save view 9-59

Reception View 9-57
Reception View 9-56
Record Diagnosis 27-40
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Recording data in Cons Mngr 19-27
Records Removal 8-38
Records requested by TP 7-73, 8-38

print report 8-65
Records Requested by TP 8-22
Records requested/sent 7-73
Records Required by TP Report 8-65
Records Sent 8-38
Records sent by TP 7-64, 8-38, 8-39
Records Sent by TP Report 8-65
Recycle Bin 3-10
Red fields on Registration 7-26
Redirect mail 11-17, 11-35

clear 11-17
Reference number 12-55

find message by 12-60
Referral

list 23-3
referral booking

add 23-29
Referral letter

send by email 23-14, 23-68
Referrals 23-3

add a default referral 23-10
add default from Read code 23-11
add from default list 23-10
add. 23-6
cancer letter templates 23-20
create template letters 23-51, 23-52
default 23-4
generate referral letter 23-12
include drug history in letter. 23-16
insert merge fields in template letters 23-54
listing in Records 23-17
Options, template letters 23-61
Report 23-49
secretarial READ codes 23-15
set up default referrals 23-7
set up organisations, templates 23-4
template letters 23-4
which and how to record rs. 23-5

Refresh 5-8, 9-63, 11-6, 12-19, 12-34
appointments 9-63

Refused immunisation 20-38
register a patient

Immigrants 7-59
Register a patient 7-22

complete or incomplete 7-53
ex-services 7-59
from abroad 7-59
new to the practice 7-28
NHS patient lost medical card 7-59
private patient 7-59
quickly 7-59
who was registered before 7-24

Registered GP 7-34, 7-44
registering a new patient 7-20
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Registration
Address Details 7-38
change address of one family member 7-84
change address whole family 7-83
change address, new HA 7-70
change r. status 7-71
incomplete details 7-53
incomplete details for link 7-64
move patient to another family 7-85
Patient Details, Cons. Manager 16-38
Personal Details 7-37
Registration Details 7-44
set up 2-36
transfer patient out 7-68, 7-69
view details from Con Mngr 16-36

Registration 2-19
Registration 7-5
Registration - Address Details 7-42
Registration - Identifiers 7-55
Registration - Notes 7-45
Registration card type 7-25, 7-35
Registration details

matching 8-17
Registration Details 16-37
Registration details amendments 8-25
Registration Links 2-26

differences from England 8-7
summary 8-3
transactions 8-3, 8-4

Registration Links switch 6-22
Registration Personal Details 7-33
Registration status 7-33
Registration Validation 7-104
Reindex

automatically NT4 fileserver 6-33
automatically, how to schedule 6-35
create icon on desktop 6-29
run manual reindex 6-31
what does it do 6-29

Rejection Transaction
if outstanding before archive (wrong TP) 8-69

Rejection Transactions 8-4
incoming (Wrong TP) 8-29
outgoing 8-26

Release held slots 9-92
Reminder

from Notes 9-84
Reminders 9-29, 20-60, 32-4, 32-6

add 32-18
check 32-18
creating group in Patient Groups 30-99
display setup 20-62, 32-20
edit 32-19
generate reminders only 32-19, 32-24
in Consultation Manager 32-17
reactivate 32-19
regenerate 32-23
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view only searches with reminders 32-30
what they are 32-17

Remote queries 33-15
Removal to new HA/HB/CSA 7-71
Remove item from Problems Group 29-22, 29-44
Remove OA 8-26
Remove or inactivate

Organisation 4-36
Remove patient 7-68, 7-69
Reorder form

customise 24-66
Repeat Issue Add 24-54, 25-39
Repeat master

delete 24-110
Repeat Masters

copy 24-100
edit and delete 24-106
re-authorise expired 24-102
show active on guideline 27-62

Repeat prescription
consultation type 16-10
post-dating 24-68
re-order form

set up 17-28
Repeat prescriptions consultation 16-31
Repeat reorder form

customise 17-28
Scottish prescriptions 17-30

Repeat therapy
add 15-27, 24-57
force re-Authorise 15-28, 24-60
issue prescriptions 24-62
issue prescriptions, drug changed 24-65
quantity and packs 24-59
re-order form set up 24-66

Repeats Therapy tab 18-26
Report

booking information 9-100
consultation times 9-102
Emergency Evacuation 9-105
waiting time 9-107

Report menu 7-104
Report Output

edit patient format 30-30
search 30-24
sorting 30-29

Report Viewer 14-53, 14-67
Reports See also Patient Reports

Appointments 9-100
Consultation Manager 2-17
day to day use 2-37
display on screen 7-66
export data, Reg Links 8-58
how to run, Reg Links 8-55
output to screen, print or file 30-115
output, Reg Links 8-57
printer options 7-67
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save in text format 7-67
Search/Reports 2-20
send by email 30-119
standard forms 8-66
Windows, then Print 7-67, 8-58

Reprinting of prescriptions 24-66
Requests for pathology 11-60

add 11-60
default 11-61
defaults 11-62
print specimen labels 11-61

Re-register a patient 7-24
Re-registration 7-103
Re-Registration

TR 7-62
Residential institute 7-46
Residential Institutes 4-32
Resolve 12-55

incoming failed translation 12-76
Interchange Mismatch Error 12-75
link codes 12-73
unknown sender 12-71

Resolve button 12-37
Resolve Incoming 12-70
Respiratory Disease and Asthma READ terms 22-55
Respond to FP69 Prior Notification report 7-76
Respondent File Manager 33-3
Response tab 33-14
Responsible Partner 4-60
Restore from a backup 14-100
Restore from backup 14-11
Result details

file into ViSion 11-36
Result details on Mailbox 11-26
Results

invalid units 11-29
with invalid units 11-28
with no READ code 11-28, 11-30
with red cross 11-28

Retirement 24 hour 4-60, 4-68, 4-75
Retransmit 12-55
Retrieve Archive from Floppy 8-76
Return the responses 33-17
Revive database 18-37
RI code

set up 4-32
RI code 7-46
Right mouse click options 32-9
Right mouse menu

Consultation Manager 19-13
Rights to everyone's messages 5-69
Road 7-38
Road miles 8-8
Role

staff 4-78
Run a transmission now 12-80
Run the queries 33-12
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S

Save a search, appointments 9-98
Save as Category Defaults 27-80
Scanning 13-3

add clinical data 13-14
add scanned docs as attachment 13-13
double-sided letters 13-12
save images 13-11
scan documents 13-10
set up scanning user 13-7

Schedule 14-75
Schedule backup 14-70

Backup Exec 7.2 NT server 14-29
Novell server 14-72
NT server 14-75
workstation 14-71

Scheduler 14-44, 14-71
needs to be running 14-16
server version 14-72, 14-73, 14-80

School 21-54
File Maintenance 4-35

Scotland
set system to 6-22

Screen saver 14-45
Screens

displayed by choice 17-6
Screensaver

how it works 2-41
setting up 4-109

Scripts Therapy tab 18-28
Scroll bars 2-46
Seagate Backup Exec group icon 14-15
Seagate Backup Exec main screen 14-16, 14-32, 14-42
Search

acute therapy 30-76
add entity 30-17, 30-21
age/sex report 30-24
cervical cytology recall 31-14
count 30-24
detailed report 30-24
edit report format 30-30
entering dates 30-15
export data 30-24
how do I 30-48
match on all or any 30-21
patient details 30-14
report details options 30-41
report output 30-24
save search criteria 30-44
save, appointments 9-98
search criteria selection 30-17, 30-19
search details 30-17, 30-21
setup screen 30-9
standard report 30-24
start a new ad-hoc 30-5
summary report 30-24
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template 30-8
view report 30-24

Search and Reports 2-20
Search Input 30-10
Search options

patient appointment 9-97
Search Percents

switch display on 32-30
Searches 32-4

delete 32-64
make inactive 32-6, 32-64
menu 32-6
reactivate 32-64

Searches & Reports
change criteria on reports 30-103

Searches and Reports
day to day use 2-37
main screen 30-5

Security 4-97, 7-105
add a new group 4-113
audit trail 4-108
delete a group 4-113
groups of users 4-110
Medical Record Flag Removal 7-74, 8-39
remove user from group 4-112
save and exit 4-114
transactions in Completed Transactions 8-36
ViSion functions 4-124

Security access 33-2
Security erase cartridge 14-42
Security files

error messages 14-55
Security functions 8-9
Security Functions in Registration 8-45
Security Settings 4-106
Select a patient 7-8, 15-10

active patients only 7-11
Active Patients Only, Options 7-11
by date of birth 7-9
by road name 7-9
Consultation Manager 16-5
expired registration 7-13
family member 7-15
patient not found 7-13
Patient Select tab, Con Mngr 16-13
problems 7-13
similar name 7-13

Select patient
setup options 17-24

Select saved search 9-99
Selectable 27-77
Selectable, guideline property 27-77
Selections of backup sets 14-21, 14-26, 14-83, 14-88
Send Mail

on Mailbox 11-39
to other mailbox(es)on Mail Admin. 11-15

Senior partner code 4-47, 12-27
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Server
down the Novell fileserver 14-90

Server Manager 14-49, 14-86
Services Backup Exec 14-98
Session list

clear from display 9-51
select sessions from 9-47

Session Type
default 9-23
define for Appointments 9-40

Sessions
clinical, Appointments 9-40
insert extra 9-88
insert slot(s) 9-89
new, Appointments 9-42
non-clinical, Appointments 9-41
open, Appointments 9-44
remove 9-88
remove from plan 9-51
set up, Appointments 9-16

Sessions list
add to day plan 9-50

Set Daily Network Seagate Windows Backup 14-44
Setup screen, Consultation Manager 17-4

Consultation tab 17-5
Data entry tab 17-8
Drug Check 17-14
General tab 17-24
Management tab 17-17
Patient Record tab 17-10
Startup tab 17-6

Sex 8-7
Sex display on Age Sex charts 32-40
Shortcut icon 3-4
Show Comments 9-85
Show copied items 11-15
Show Deleted Records 17-31
Show items with no data 18-14
Show Net, Incidence 32-51
Show Patients 32-28, 32-31
Show Results Only 32-28
Show Tabs 32-28, 32-35
Show Users 2-12
Shutting down Windows 95 3-12
Sign on to Vision 2-5, 15-4
Skin etc READ terms 22-58
Skipped files 14-52, 14-59, 14-61, 14-95
Slot Types

change 9-91
default 9-22
define for Appointments 9-41

Slots
distribute 9-44
held slots 9-91
insert or remove 9-89
per hour 9-44

Smear See also Cervical cytology
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find positive results patients 31-59
Smear Clinic 9-17
Smear recall 31-14
Smears See also Cervical cytology
Smoking

add 20-42
Add screen 20-43
CVD/CHD risk 21-35
READ terms and status 20-42

Social Services 4-35
Social services, READ codes 28-33
SONY DAT tapestreamer 14-5

automatically eject cartridge 14-7
cartridge storage capacity 14-6
cleaning tapes 14-6

Sort order of patient list 32-32
Sorting data 18-11
Source 32-3, 32-4
Source of Drug 24-9
Special booking, appointments 9-76
Special Format

Patient Data Grid 27-36
Specialities 4-80
Specimen Labels 11-64
Specimen Labels design 11-65
Speech and language therapy patient record view 28-20
Speech therapy READ codes 28-31
Staff 4-54

Appointments 9-33
make inactive 4-58, 4-66, 4-75
medical in practice 4-73
non-medical in practice 4-74
Professional 4-60
roles 4-78
set-up in File Maintenance 2-36

Staff access 4-133
Staff Access

Mail Maintenance 4-133
Staff Configuration Utility 4-93
Staff IDs 4-54
Staff Maintenance Utility 4-93
Staff tab 5-20
Standard forms 8-66
Standard report 30-24

edit patient format 30-30
Standard system distributed Vision 3 views 17-11
STAR 8-9
Start button 3-3
Start Episode 29-52
Start the Respondent File Manager 33-6
Start-Up menu

icons 2-14
Startup setup options 17-6
Statistics

view results 32-26
statistics out of date 32-62
Status bar 2-47, 7-105
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with consultation details 15-11, 16-8
Status codes 4-142
Status ready 14-48
Status Unavailable 12-69
Stop a scheduled backup 14-92
Stop backup or restore 14-98
Stop Noted patients 7-19
Store backups off site 14-11
Strategic Health Authority 4-20
Structured data area 19-3

filing results 11-36
Structured data areas 19-11

setting up 19-12
Study leave on appointments 9-93
Subheading, Guidelines and Reports 27-29
Summary Forms 21-15
Summary report 30-24

edit patient format 30-30
Summary View Properties 18-54
Summary/Grid 19-19
Summary/Grid tab 18-35
Superseded Records 18-15
Surgery consultation 16-10
Surname, edit 7-86
Suspend appointment details 9-77
switch off PC at night 6-38
Symptoms

READ codes 22-33
Symptoms, recording 19-27
SYS and SYS password 2-6
System Console 14-17
System Constants

backup automatically 9-23
default weeks ahead 9-22
Reminders 9-29

System Constants, Appointments 9-20
System Managers 4-110, 4-115
System screen 6-22

T

Tab key 2-45
Tab separated format 30-122
Tabbed section 32-35

hide or show 32-28
Tape Maintenance 14-19
Tape streamer 14-5
Tapes

alternate label 14-40
format 14-42
how often to replace 14-12
if stuck in DAT drive 14-92
if tape does not eject from DAT drive 14-92
If tape full 14-45
initialise tapes 14-30
initialise tapes server 14-33
initialise tapes, NT server 14-34
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initialise workstation tapes 14-31
labelling 14-8
storage capacity 14-6
stuck in tape drive 14-95
swapping daily 14-12
when to insert next tape 14-45
which tape in drive 14-88
which to use 14-7

Target Report
eligible for cervical cytology 31-4
exclude from cervical cytology 31-12

Taskbar 3-5
Telephone 7-42

Organisation 4-41
record a patient call, Con Mngr 16-32

telephone number
edit main 4-42

Telephone number
add on Registration 7-40
attached to address or patient 16-38
change 7-82
change in Con Mngr 16-37
set to show on appts 9-30

Template referral letters 23-4
Template search 30-8
Templates for letters

Word 23-52, 31-79
Temporary resident 7-13

appointment for 9-76
Temporary Resident 7-62

extend stay 7-62
Temporary residents

home address 7-43
Terminal Server

appointments backup 9-25
Termination of Pregnancy Request Form 23-26
Test results

add 11-56
add via Management Plan 11-55
attach an action 11-42
changes Test tab on Vision 3 view 11-51
file into Vision 11-42
grid, on Vision 3 view Patient Record 11-50
how to find 11-47
list, on classic view Patient Record 11-47
list, on Vision 3 view Patient Record 11-48
listed by type 11-67
Mail Administrator quick reference 11-4
Mail Manager 11-3
summary, on Vision 3 view Patient Record 11-49
text based results 11-53
view electronic 11-41

Tests tab 18-23
Text file format 30-115
Text lines, guidelines and reports 27-47
Theft, reducing risk of 6-40
Therapy 24-9
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add 24-22
add acute therapy 15-21, 24-25
add free text 15-24, 24-32, 24-115
add repeat master 15-27, 24-57
appliances 24-37
caution codes on dispensing labels 25-32
copy 24-99
copy, or make acute into repeat 18-31
Current tab 24-17
default settings 17-24
defaults for drug dosage etc 24-114
display 18-31
display by action group 24-21
dosage 24-30
drug check setup options 17-14
drug checks 15-24, 15-32, 24-33, 24-41
edit and delete 24-23
edit batch number 24-107
edit or delete 18-31
generic, change to 15-24, 24-32
inactivate, reactivate therapy 24-110
issue repeats 24-62

where drug has changed 24-65
make history entry for repeats 24-67
quantity and packs 15-23, 24-29, 24-59
record drugs prescribed out of practice 24-9
Repeats tab 24-19
reprinting of prescriptions 24-66
Scripts tab 24-18
Sort by Action Groups 18-29
tab on patient record 24-16
wrap text, long drug names 18-32

Therapy Acute
copy or turn into repeat 24-99
edit and delete 24-101

Therapy Add 18-30
nurses 25-51

Therapy Repeat
copy 24-100
edit 24-106
re-authorise 24-102
valid 24-102

Therapy Search
Drug Usage Report 30-110

Therapy tab 18-25, 24-17
Data Entry Hidden Initially 24-24
data view options 24-24
Data View Options 18-32
drag and drop, floating drop target 24-23
make acute into repeat 24-23
sort therapy 24-21

Thyroid disease 21-25
Thyroid Disease Screening 21-25
Tick All 5-8, 5-41, 5-61, 5-70
Timed backup 14-14

check time of 14-71
Timeline 18-33, 29-48
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and episodes 29-51
and Journal view 29-57
and Problem view 29-56

Title 8-7
Toggle style 32-35

Age Sex charts 32-40
Incidence charts 32-52
Prevalence charts 32-49

Toolbar 4-10, 7-105, 32-6
floating t.report/guidelines maintenance 27-5

Toolbar and menu options
Mail Administrator 11-4
Mailbox 11-21

Toolbar icons
Consultation Manager 18-3

Toolbars 2-47
Tools menu 12-34
Topic

another topic 29-45
Topics 29-45

move topics 29-47
TP

database reconciliation 8-10
Registration 7-34

TP/HB/CSA 4-16
File Maintenance 4-17
GP Code 4-94
Health Link Mailbox 4-41, 12-26

Trading partner
address 12-25

Trading Partner
cipher 12-26

Training Guide
how to find what you want 1-2, 15-9

Training System 2-10
Transaction management

incoming transactions 8-24
Transaction Management 8-23
Transaction number 8-30
Transaction types 8-6
Transactions 8-3

completed 8-36
daily 8-48
incoming 8-6

needing processing 8-24
mismatched 8-30
outgoing 8-6, 8-48
print-out 8-55

Transfer In Acceptance type 7-35
Transfer menu 8-9
Transfer patient out 7-68, 7-69
Transferred out 8-38

medical records requested 7-73
Translated

Edifact message details 12-56
Translation failure

incoming 12-76
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outgoing 12-77
Translator

options 12-23
Transmission 8-3, 8-4

recommended times in England 12-14
recommended times in Wales 12-14
run now, Mail Gateway 12-80

Transmissions and backup 14-70
Treatment Room Nurse

READ codes 28-30
Triggering a guideline 19-26
Triggering guidelines

add new triggering READ term 26-9
by READ term 26-8
by READ term, passively 26-8
setup 17-17

Triggering Read Term 26-9, 27-23, 27-24
Triggering READ term for a guideline 19-26
Troubleshoot mismatched queries 33-9
Troubleshooting 14-89, See Error resolution

Backup Exec 5.5 Workstation 14-89
Backup Exec 7.2 NT server 14-94
Backup Exec 7.5 Netware server 14-90
Novell server 14-92
NT server 14-94

U

Unacknowledged Acceptance 8-3, 8-4, 8-37, 8-49
if outstanding before archive 8-68
list 8-33
print-out 8-65

Unacknowledged Acceptances
find messages 12-62

Unallocated mail 4-135
Units

assign valid 11-29
Units on results, invalid 11-29
Unknown media 14-36
Unknown Recipient 12-69
Unknown Sender 12-71
unlinked 7-19
Unmatched transactions 8-4

delete from error file 8-30
print-out 8-65

Unprinted prescriptions 24-40
Update an entry in Cnsultation Manager 19-14
Update Mail 11-6
Update Vision (Mail Gateway) 2-28, 12-5, 12-34, 12-79
Upload 8-15
Upload patient database 2-26
Upload Transactions

Process Upload Records 8-15
Uploads 8-10
Use Normalex Drug Defaults 24-28
User

locked out 4-101, 4-106
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User IDs 4-54
Users

add and edit security of 4-102
change password at sign-on 2-7
change to another 2-12
computer, enter in Security 2-31, 4-97
copy rights to another u. 4-124
current 4-98
currently logged in 2-12
drug and Formulary defaults 4-64, 4-70, 4-77, 4-104
forget password 4-106
groups 4-110
inactive 4-64, 4-103
lock out 4-107
login name 4-64, 4-70, 4-76, 4-103
login retries 4-107
passwords 4-65, 4-71, 4-77, 4-104
remove from group 4-112
reset password 2-8
who is logged on 14-50

Usual GP 7-44
Utilities 14-19, 14-53
Utilities menu 2-34, 14-33

V

VAMP Medical
convert OXMIS to Read 22-14
patient numbers 7-15

Verify 14-13, 14-28, 14-109
Verify data, Appointments 9-109
Verify tape service 14-12
Versions currently installed

Help, About Vision 6-28
Video lines in guidelines 27-67
View menu 12-33
View Options 18-52
View Patients 30-40
View patients in a group 30-90
View patients with audit group 32-31
View report 7-66, 30-116
View Wizard 32-37, 32-52
Virus checking 14-13, 14-109
Virus protection 6-40
Virus Protection 14-28
Vision

access 2-5, 15-4
day to day use 2-37
exit 2-48, 15-75
functions, access to 4-115
log on to network 2-3
setting up list 2-36

Vision 3 Framework
Therapy tab 24-17

Vision 3 Framework Views 18-6
Vision 3 Initial view 18-7
Vision 3 Initial view 1 18-43
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Vision 3 Initial view 5 18-44
Vision 3 view

add or remove tabs 18-50
Data view options 18-50
define your own view 1 18-45
edit a personalised view 18-49
example creating own view 1 18-56
organise tabs 18-50
publish a personalised view 18-49
remove a personalised view 18-49
rename a view 18-49

Vision 3 Views
My Personalised Settings 17-11
Practice defined options 17-11
swapping between views 17-12

Vision Audit Manager 32-67
Vision front menu

Login menu 2-12
ViSion functions

security and access to 4-124
ViSion identifer 7-15
Vision Identifier 33-16

on repeat reorder form 17-28
Vision Identifier as pat id 30-39
Vision Main Menu

access to modules 2-14, 15-6
Vision updates 1-3
Visits

recording 16-32, 19-33

W

Waiting time 9-73, 9-74
report 9-107

Waiting time, appointments 9-87
Water miles 8-8
Weekly backup 14-9

labelling tapes 14-8
when to do 14-7

Weekly or regular routines 2-39
Weight

add 20-51
graph 15-41, 20-53

Well Person Search Group 31-59
Window

view reports 30-115, 30-116, 30-117, 30-121, 30-123
Windows 95

folders and files 3-7
maximise, minimise 3-6
multi-tasking 3-5
printer 3-11
Recycle Bin 3-10
Shortcut icons 3-4
shut down 3-12
Start button 3-3
Taskbar 3-5

Windows 95/NT 2-4
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Windows Explorer 3-7
Word 2000 6-21
Word document in a guideline 27-86
Word Processor 23-4

HighEdit or Word 31-77
set in Staff Maintenance 4-95
template letters 23-52, 31-79
Vision Editor or Word 6-21, 23-51

Word template letters 23-52, 31-79
WordViewer 6-21
WordWrap, guideline property 27-77
Workstation access to server backup 14-17

Y

Yearly backup 14-7
Your Every Day backup with the Server script did not take place 14-45, 14-89


