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Appointments Setup Release 3.1

Appointments Setup release 3.1 contains the following new features and

improvements:

* National Slot Categorisation - In England National Slot Categorisation is
being intfroduced by NHS Digital, to align the slot typesin Appointments
Setup with an agreed set of national slot categories. You are required to

map allslot types to a national slot category.

o Important - Only available to users on release DLM 800 or later.

° See National Slot Categorisation - England Only on page é

for more information.

* SMS Messages - Thisrelease infroduces the ability to automatically send
SMS (text) messages, from Appointments, to patients, keeping them

advised of any appointment bookings, updates or cancellations.

° See SMS Messaging on page 16 for more information on using

SMS Messaging in Appointments Setup.

o See SMS Messaging for more information on using

SMS Messaging in Appointments.



http://help.visionhealth.co.uk/appointments_new/3.1/Content/D_Full Help/Utilities/SMS_Messaging.htm
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* Sessions - Session names can now be a maximum of 20 characters, and
you can add a description of up to an additional 30 characters. This
additionalinformation displays fully in a tooltip when viewing a session in the
Reception View:

Reception

ALISON ROWAN

[l Vaccination

COVID Vaccination Session
13:00 until 13:40

O Vaccination

COVID Vaccination Session
13:00 until 13:40

13:20

13:30

° See Creating a Session for more information.
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National Slot Categorisation - England Only

National Slot Categorisation is a requirement from NHS England to align the slot
typesin usein your Appointments system with an agreed set of national slot

categories. You are required to map all slot types to a national slot category.

To assistin mapping your Slot Types, there are now four options under Slot Types

in the Appointments Setup menu:

* Slot Types - Practice on the facing page

* Slot Types — National on page ¢

* Slot Types — Mapping on page 10

* Slot Types —Import on page 13

Untilyou map your Slot Types to valid National Slot Categories the following
message displays "One or more Slot type does not have a valid National Slot
Category - Please update the Slot type ‘'mappings’" when category mapping is

required:

DR. MEDICAL OFFICER MOD-LOSSIEMOUTH Vision Appointments Setup

One or more Slot type does not have a valid National Slot Category - please update the Slot type ‘mappings’.

/ Note - This will not stop you using existing slot types however on

creation slot types need to be mapped to a category.

National Slot Categories are maintained by NHS Digital and are updated
periodically. When categories are added, updated orinactivated you receive a

file toimport.
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Slot Types - Practice

Select Slot Types - Practice to add, view and edit Slot Types:

\Y | EXTERNAL STAFF v Slot types 3

Vision Appointments O  Addslot type Search slot types

Setup
O Advance Pl |
O I BOD 10m
O I Emergency 05m
O I Emergency Duplicate 20m
O I Far 10
O I Flu 0
O I GP Connect 10m
dJ I High 10m

o Important - To facilitate reporting on vaccination appointments any
COVID vaccination appointment slots should have a Slot Type of
COVID VACS.Thisis essential for England however it is
recommended to use elsewhere to help manage your appointment

books. See Slot Types Overview for more information.

Adding a National Category to a Slot Type

To add a National Slot Category to aslot type:

1. From the Appointments Setup menu, select Slot Types - Practice and the list
of your existing slot types displays.

2. Selectthe Slot Type required and then select Edit !




3. The Edit Slot Type screen displays:

MName

Advance

Short Name
Adv

Duration

In-person

MNational Cat,

Other

Colour

(7] web bookings

Edit Slot Type

10 mins

Delivery Channel

egory

[:] Mon-viewable

- Care Related Encow v General Consultatio v

Available for booking

1 week prior v

Warning Message

This slot can only be booked one week prior

Apply

Appointments

4. From National Category options, select the category that fits the selected

Slot Type from:

* Setting - Select where appointments, booked with this slot type, should

take place.

* Type-Selectthe type of appointment this slot type is used for.

* Category - Select the appropriate Category for this slot type.

Delivery Channel

In-person

National Category

Other

Available for booking

vo

v Care Related Encour ™~

General Consultatio v

Filter National
Slot Categories

5. Select Apply Apply

tosave the changes.
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Slot Types - National

From the Appointments Setup menu, select Slot Types - National to view a list of

allthe available National Slot Categories as provided by NHS Digital:

V! | externaLsmarr v

/ Note - This list for reference only, itis maintained by NHS Digital and is
updated periodically.
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Slot Types - Mapping

From the Appointments Setup menu, select Slot Types - Mapping fo display alll

slot types and the mapped National Slot Categories.

From here you can add a category to multiple slot types. To select the Slot Types
tfoupdate, you can filter by:

* All Slot Types.
* Categorised.
* Uncategorised.

* ltems with outdated categories - flags any categories that are nolongerin
the list displayed in Slot types - National. If these are stillin use, they need to
bereviewed and a new category attributed.

Set a Slot Type Category

From Slot Types - Mapping you can select the category for multiple slot types at
the same time.

Toset aslot type category for multiple slot types:

1. From the Appointments Setup menu, select Slot Types - Mapping, the
Mapping screen displays:

\' | externaL starF v

10



2. Filter theslot types, if required:

\ I EXTERNAL STAFF v

Vision Appointments

Allslottypes v Q Type here to search
Setup

CATEGORY STATUS

Al slot types

Categorised

E Appointments

Vision Appointments Setup

Filter the Slof Type status
or search for a slot type

& Category

Uncategorised
Items with outdated categories

[m] I book on the day

m} Normal

10102 - General Consultation Planned

10105 - Unscheduled/Unplanned Clinical Actit

10102 - General Consultation Planned

3. Tick allthe slot types to map to the same category.

4. Select Change national category.

5. Alist of the national slot categories displays:

Aisotypes /' Q 1ype here o seach

2items selected

@ sotype [

@ | saanc S —
| - 1010 - Unchdedirpross i ciy

Choose category

@

Aisetings v/ Allypes v

40117 - Care Related Encounter but does not fit into any of the above.

OTHER - CARE RELATED ACTIVITY

40118 - Indvi

4015 - Ml

40120 - Care Related Acthvty but
OTHER - ADMINISTRATION AND PRACTICE STAFF ACTIVITIES

a0121-pr

40122 - Recev

40125 - Break and Staff Absence

a0z

11
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6. Use thefilters to find and select the required category:

Choose category

‘ Q Type here to search

All settings v Alltypes v | Fiter categories

40117 - Care Related Encounter but does not fit into any of the abave

OTHER - CARE RELATED ACTIVITY

40118 - Individual Patient Clinical Admin
40119 - Multidisciplinary Team meeting / Patient Collaboration planning

40120 - Care Related Activity but does not fit into any of the above

OTHER - ADMINISTRATION AND PRACTICE STAFF ACTIVITIES

40121 - Providing training / mentoring / supervising

40122 - Receiving training / being the mentee / being supervised
40123 - Business/Practice Management Activities

40124 - Clinical Housekeeping/Admin

40125 - Break and Staff Absence

40126 - Admin and Practice Staff Related Activities but does not fit into any ¢

/. SelectSave to save your changes or Reset to cancel any changes:

12
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Slot Types — Impori

When National Slot Categories are added, updated orinactivated you receive

a file detailing all the changes.

Q Remember - You can filter and review items with outdated

categoriesin the Slot Types - Mapping screen.

From Slot Types - Import you can import a file provided to you by the
NHS following an update to the list of National Slot Categories. The file proposes

mass changes to the Slot Types.

To view the proposed changes:

1. Save thefile provided to you by the NHS to your computer.
2. Fromthe Appointments Setup menu select Slot Types - Import.

3. The Open screen displays:

B Open x
4 = > This PC > Desktop v O Search Deskto »
Organise = New folder =. m @

~  Name Date modified Type

# Quick accsss
i Deskiop 8. Vision_99999_Mapping 08/04/2021 09:35 Microsoft Exoel Com...
& Downloads
2 Documents

= Fictures

= This PC
m Desktop
[% Documents
& Downloads
& Music
= Pictures
B Videos

. Local Disk (C)
v < >

File name: | Vision_39999_Mapping | NSC bule mapping file -

4. Locate and highlight the file you saved and select Open.

13



5. The cenftrally proposed changes display:

B8 Vision Appointments Setup

\’ | EXTERNAL STAFF v Vision Appointments Setup

Hover over to display
the warning

Selected File: CAUsers\user\Desktop\Vision 99904 Mapping csv

Proposed changes !

Vision Appointments
Setup

>

Slot type Current

V' Book on the day Not set

10119 General Practice

Select to accept and save
the proposed changes

file.

the changesifrequired.

Appointments

Select another
Import file

5
Select Save to accept and save the proposed changes.
] . Select File )
If required, select Select File to find and process another

You can navigate away from the proposed changes screen without saving

Your National Slot Categorisation mapping should now bereviewed, see

Slot Types - Mapping on page 10 toreview any additional or outdated

categories.

14
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File Error

If there is a problem with the selected file the File Errors screen displays:

I Vision Appointments Setup - o x
EXTERNAL STAFF v Vision Appointments Setup

File Errors

Selected File: | C\Users\aauser4\Desktop\Vision_99903_Mapping.csv m

There was an error when reading the file - the contents were not as expected.
Please report this problem to the author of the file as advised when the file was passed to you.
Details of the issues will appear below and can be copied to the clipboard in order to pass this information on.

Vision Appointments
Setup

File error
The CSV file did not contain the expected number of header values on the first line: expected 8, found 7.

Copy Errors to Clipboard

Select either:

Select File . : .
. Select File to find and process a different file.

. Copy Errors to Clipboard to copy to the Windows

clipboard and paste into a document to action asrequired.

15



Appointments
SMS Messaging

The ability to automatically send SMS (text) messages to let patients know that
their appointment has been booked, rescheduled or cancelled can help cut

down the number of DNAs and mis-communications.

Appointments Setup can be configured to automatically send SMS messages.

o Important - SMS messaging must be enabled and set up prior to it
being available, please contact your Account Manager for more

information.

/ Note - Once enabled SMS message defaults to OFF for every user.

To switch the SMS Messaging facility on or off per user select:

)

« L ®/On to automatically send SMS messages when an appointmentis

made orupdatedin any way.

£
. :| Off to prevent SMS messages being sent. Any appointment changes
display in SMS History as 'Failed'.

The SMS messages sent are not configurable, the messages sent are as follows
with the appropriate patient and appointment information merged:

Appointment Appointment
Appointment Booked i i

Cancellation Reschedule in progress

I I o cppointment ot 09:50

on Tuesday 8th December
with BABY CLINIC has

been cancelled and will be
rescheduled. You will receive
a notification of the new time
and date.

An appointment has been Your appointment at 10:00
made for you at 09:00 on on Monday 7th December
Monday 7th December with with BABY CLINIC has been
BABY CLINIC at Test Surgery | cancelled

16
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SMS Counter

The SMS Counter displays the number of messages that you have sent since the
countwaslast cleared. The colour of the counter indicates the status of the
message(s):

3

o L ®[Grey-Nomessagessent

« L ®Green - Allmessages were sent successfully.

2

« L ®lYellow - Some messages were sent successfully, some failed, check the

history for details.

£
. :| Red - Allmessages have failed, check the history for details.

o Important - The SMS Counter clears to zero when you log out of
Appointments Setup.

17



SMS History

Appointments

The SMS History screen displays all attempted SMS Messages, in fime order with

latest at the top.

To access the SMS History screen:

1. Selectthe SMS Counter .

2. The SMS History screen displays:

14:05

SMS History

Type: Cancellation
With Dr Shirley Anderson at 08:00 on 29-Oct-2020
Success: Sent

ALDER, Abby (Ms)
NHS: 411 185 9240
Mobile: 07787 111 948

14:05 Type: Cancellation BACKHOUSE. Vincent (Mr)
With Dr Shirley Anderson at 08:05 on 29-Oct-2020 NHS: 411 113 9132
Failed: No valid mobile phone number found. Mobile:

14:05 Type: Cancellation CEDAR, Cillian (Mr)
With Dr Shirley Anderson at 08:15 on 29-Oct-2020 NHS: 411 185 9747
Success: Sent Mobile: 07000 111 111

14:05 Type: Cancellation DACRES, Raymond (Mr)
With Dr Shirley Anderson at 08:25 on 29-Oct-2020 NHS: 411 120 8959
Failed: No valid mobile phone number found. Mobile:

14:05 Type: Cancellation FIR, Flora (Ms)
With Dr Shirley Anderson at 08:35 on 29-Oct-2020 NHS: 411 186 1210
Success: Sent Mobile: 07000 111 111

14:05 Type: Cancellation GAFAN, Munawar (Miss)
With Dr Shirley Anderson at 08:45 on 29-Oct-2020 NHS: 411 123 4653
Failed: No valid mobile phone number found. Mobile:

14:05 Type: Cancellation HEMLOCK. Harriot (Ms)
With Dr Shirley Anderson at 08:55 on 29-Oct-2020 NHS: 411 186 3140
Failed: No valid mobile phone number found. Mobile:

D Hide successful requests

Each entry displays the message type, message details and patient details.

* Message Types:

* Booking.

* Reschedule.

* Pending Reschedule (Appointmenthasbeen moved to the

clipboard).

* Cancellation.

18
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* Successful messages - Display 'Success: Sent'.

* Failed messages - Display 'Failed' with the reason why.

/ Note - Special Bookings are not sent via SMS message.

From the SMS History screen you can select:

D Hide successful requests . .
- Tick to hide successful

« Hide successful requests

requests, with successful messages hidden, you can clearly see which

messages failed and might need action taken.

. |
« Copy to Clipboard -To copy to the Windows

clipboard and paste into a document to action asrequired.
. Prini“ -To print the history list.

Q Training Tip - You can printto a PDF if required.

Cl
. Clear -To clear all history and reset the SMS Counterresets to

Zero.

o Important - The SMS Counter also clears to zero when you log

out of Appointments Setup.

o Important - SMS messaging is available in a Shared Care Setting.

19
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