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Getting Started

What's New in Appointments

DLM 460 (16/01/2014)

e Scottish Prison Service - From DLM 460, the Appointments module
has been updated to incorporate the patient's SPIN and CHI number. The
following Appointment functions now include this extra information:

- Booking an appointment

- Editing an appointment

- Reception and Book View appointments screen
- Patient demographic details

- Patient search

- Appointments reports

See Scottish Prison Service - SPIN Number in Appointments.

D Note - The CHI Number will only appear for patients who are
permanently registered with the Prison.

» Bug Fix - Dragging and dropping appointments to a different time now
works effectively.




Introduction

Most practices use a paper-based appointments system, which may be both fast and

efficient.

Practices will find that the Appointments software offers even more

flexibility and speed that can surpass a paper-based system. How to set up the
Appointments module is explained in "Setting up Staff and Maintenance (page 28)".

Every GP or nurse for whom appointments will be made is called an owner, each of
whom has an Appointment Book.

Clinical sessions can be created, for example, a two-hour morning
surgery, or an ante-natal clinic, with a specific duration and number of
appointment slots per hour.

Non-clinical sessions can be set up, for example, the practice meeting, a
trainee tutorial.

Automatic weekly appointment books are created from master and other
plans tailored for each GP's working week. The plans consist of a pattern
of sessions from Monday through to Friday (or Saturday).

Using Extend Books, each appointment book has appointment slots
created for a pre-defined number of weeks ahead, by default between
four to eighty weeks.

Appointment slot types can be coloured to signify different sorts, eg red
for emergency appointments only.

There are two views of appointment books - a Book View which is solely
one owner's appointment book, a GP or a nurse; or a Reception View,
which can view unlimited appointment pages at a time, and for which
different views can be saved.

Patient bookings can be made by quick selection from the patient
register. Special slots can be searched, for example, the next free
appointment with Dr A in four weeks' time.

An automatic refreshing of the Views takes place every few minutes to
bring them up-to-date.

There is a quick way to select dates within the appointment book.
Appointments or days can be blocked out for special events or holidays.

Comments and Notes can be added to patient details and their
appointments.

Booking and cancellation reasons can be added to appointments.

Appointments can be easily moved, copied or rescheduled using a Clip
Note which holds them until a new time and date is found.

Appointment reminder cards can be printed.

Patients can be tracked from arrival at the surgery to the end of the
consultation.

A booking list of patients can be displayed by the GP's consulting screen
within Consultation Manager for those with the full Vision package.

Conflicts arising from appointments can be highlighted.
Patients who DNA can be highlighted.

A reminder if given if a patient already has a future appointment booked.




e Patients with recalls (Vision practices only) can have outstanding recalls
flagged.

e Appointments data and patients' waiting and consultation times can be
analysed.

e An automatic backup takes place every few minutes, providing a text file
of future appointments should the server go down.

e Various reports can be run for appointment statistics.

e For Vision practices, each consultation list can be viewed from
Consultation Manager by the GP or staff carrying out the surgery or clinic.

Access to Appointments

Vision users can access Appointments from the Vision front screen. There are facilities
to allow users full rights, restricted rights or no access (see User Rights to
Appointments (page 10)).

u—
(285

1. From the Vision front menu, click Home - Appointments ' PP2/MtMEnts

or Modules - Appointments, or Alt M-A. This displays the initial Appomtments
screen (see Menu options, Toolbar and hot keys (page 15)).

Note - if you are using a keyboard rather than a mouse, clicking on OK
can be achieved by either <CTRL K> or Alt-0.

R Delta Park Medical Centre - Yision Appointments
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Figure 1: Initial Appointments screen

2. If you have the Low Free Slot Count Warning switched on (see S/ot Count -
System Constants (page 40)), and your number of free slots remaining for the
current week is low, you may see a warning message: for example, There are
only 20 free slots left for the current week - OK.

Low Free 5lot Count Warning

There are only 143 free slots left for
the curent week

ak

[ Do not display this message again




3. This Slot Count warning is calculated either from the time when you start up
Appointments (if the warning is switched on to be shown on start up), or the
time when you book an appointment (if the warning is switched on when
booking appointments). This means the number of free slots in the warning
message will change throughout the day. The time period is taken up to
midnight next Sunday.

4. Checking the box Do not display this message again prevents the warning
being shown again this session.

5. If the following message is displayed:
"Appointment book requirements have not been checked today"

Click on OK to clear the message window. You may need to extend the

appointment books to maintain their pre-defined length ahead (see Extend
Books (page 110)).

If this is the first time you have accessed Appointments, you will need to set up the
GPs, staff, and sessions before booking any Appointments (see Set up books, GPs and
other staff (page 20)).
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User Rights to Appointments

Appointments access rights can be configured by a System Administrator from the
front screen of Vision from Management Tools — Control Panel - Security -
Vision Functions - Appointments.

A user or group of users can be configured to have either:
e Restricted Access,
e Full Access OR
e No Access at all to the Appointments Module

Any group that is placed immediately beneath the Appointments heading has access
to everything within that module. So if a heading has the group All Users immediately
beneath, then all users can access Appointments.

With the sub-sections of Restricted Access or Full Access, you move from the least
secure to a most secure sublevel. Generally speaking, users or groups are always
allowed to do the functions they are listed directly under, plus anything which can be
followed with a straight line UPWARDS.

Once your system been updated with DLM 280, you will find that if you previously had
the All Users group in the Appointment root, they will automatically be entered in the
Restricted Access folder as well. This is to help you with setting up. You can of
course change the access rights as you wish.

Furthermore, if there were any other user or group in the Appointment root, you will
find that the Restricted Access folder will not contain anything. This is so that your
previous Appointments user access settings are retained.

11
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Restricted access

To allow restricted access to Appointments, drag and drop the relevant user or group
to the Restricted Access folder in the Appointments tree. Make sure that the user or
group to be restricted is only in the Restricted Access folder, and is not also presentin
any other Appointments folder.

Changes to Restricted Access

Once DLM 350 is installed, users with restricted access will not have access to the
Views menu, they can change the owner of a column, but this change cannot be saved
and resorts back to the original owner on exiting.

12
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Users with restricted access can:
e Make a Booking
e Make a Special Booking
o Edit a Booking
e Cancel a Booking
e Move a Booking
e« Copy a Booking
o Hold Slots
e Add patient notes
e Use all appointment search facilities
e On the Maintenance Menu have access to Status bar and Show Views Toolbar
options

B The Health Centre - ¥ision Appointments

File ‘iews Appointment Search  Maintenance Help

Sl la = Search  Maintenance  Help

Make Booking Shift+Ins
Special Booking Chrl+Ins
Edit Booking Chrl
ancel Booking Shift+Cnel
Move Booking

Copy Booking

Wi Pakient in Consultation Manager
Yiew Patient in Reqgistration

Mulkiple COptions k

v Stakus Bar
v Show Yiews Toolbars
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Full access

To allow Full access to Appointments, drag and drop the relevant user or group to the
Appointments root folder. Alternatively you could drag the user or group to the Full
Access folder which also allows full access.

Current Uzers Yision Funchions

o1 €% DANIELLE - 584 THER. ~ | | O Appointments

ﬁ DOROTHY - PHYSIO % Swskem Managers
ﬁ DR ALISOM HILL Ela Restricted Access
-ﬁ DR, EUR TSN -@ admin Staff
=1 € DR GREEM / 5 Clinical Managers
€% DR MCALLISTER L[] Full Access
(1€ EILEEM - Hy o |03 Audi Report
e =€) BulkRecalls

Groups of Users / E™ Clinical Audit

ﬁ Admin Staff / - A Consulation Manager
ETER Al Users |:| Control Panel

ﬁ‘ Clinical Managers

: -.‘.‘ Event Log
@ Syskermn Managers’ :

@ File Mainkenance

Users with full access will be able to access every functional aspect of the
Appointments module. They can do all the restricted access functions plus the
following:

e Edit Personal Plans and Day Plans
e Insert or remove sessions
e Release held slots

e Full access to the plan menu (slot types, session types, new session, edit
session, copy, delete session and delete plan)

e Full access to the books menu (Planner, Events, Extend, Modify, Undo)
e Full access to Maintenance (System Configuration etc)
e Full Access to Views menu (Add/remove columns, create/delete views)

To prohibit Access to Appointments

To prohibit a user or group from accessing all sections of the Appointments module,
you should ensure that the name or group name are not found in any of the
Appointments folders.

When such users login to Vision they will not be able to select Appointments from the
Vision front screen.

How do | remove a user or a group from the Appointments folders?
1. Right click on the user or group name listed under a Vision function.

2. Select either Remove user or Remove group from function.
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Menu options, Toolbar and hot keys

Summary of icons and menu options

The toolbar icons provide a quick means of selecting the most commonly used menu
options. If you point with the mouse at an icon for a second or two, its function pops
up on a label.

If you are using a keyboard, rather than a mouse, use the underlined letter of the
menu option. First, press the Alt key then the letter, eg Alt-F for the File menu. Once
on the menu title bar, you can use the up/down or left/right cursor arrow keys to
highlight the menu option you want, then press Enter to select.

For quick access to certain menu options, certain function keys can be used, and are
written in this User Guide as "Press <Fn>", for example, press <F5> to reach the
Reception View. The keys that can be used are shown in bold by each menu option
below.

B Delta Park Medical Centre - ¥ision Appointmentis

el |Yiews Appointment  Search  Plan Books Maintenance  Help

M@ 217162 O] ||| ¥ 2| ¥ ¥ G a ]

Figure 2: Reception View, Book View, Personal Plan. Make Booking, Special Booking, Edit
Booking, Cancel Booking. Show/Hide Session List. Search: Any Slots, Search: Specific slots,
Search: user-defined 1-6, Emergency Evacuation Report, Refresh View

The Refresh icon LA will manually refresh and update appointments screen.

Automatic refresh takes place every few minutes. Refresh is an icon only, and there is
no corresponding menu entry.

File
Open

Reception View M <F5>

Displays several appointment books in order to make appointments. Several
customisable views are possible. This is the first icon on the left.

Book View JQI <F6>

Displays a single appointment book, in order to make appointments. Second icon
from left.

Personal Plan (page 88) @ <F8>

To set up plans for owners. Third icon from left.

Day Plan (page 93) F7>

Weekday plans for owners. No icon.

Patient Notes

Add and edit permanent Notes attached to a patient (see Patient Notes)

Print - Print one of the following:

Appointment List

15



Print Plan (print a plan of sessions)
Events List (special events, holidays, meetings)

Print Set-Up - Determine which printer is set up as the default for A4, or another
printer for appointment cards

Exit - Close Appointments and exit

Views

Save - Save an amended view on Reception

Save As - Save a Reception View and give it a name so it can be selected later.
Delete - Delete a view on Reception

Add Column - Add a column on Reception View

Remove Column - Remove a column on Reception View

Default Column Sizes - Returns Reception View to original column widths

Remove Button - Removes view from the Most Recently Used View toolbar.

Appointment

Make Booking ﬂ Shift+Ins

Make appointment for patient on practice list.

Special Booking ¢ Ctrl+Ins

Make a non-clinical appointment.,

Edit Booking I&l Ctrl+wW

First highlight an appointment, then Edit Booking to display an appointment bookings
form

Cancel Booking Il Shift+Del

Cancel an appointment (first highlight an appointment).

Move Booking - Highlight an appointment and move it to another slot

Copy Booking - Highlight an appointment and move it to another slot, but leave a
copy in the original slot.

View Patient in Consultation Manager - Link to the patient's record in
Consultation Manager

View Patient in Registration - Link to the patient's record in Registration
Insert Slot - Insert an extra appointment in a session.
Remove Slot - Remove an appointment slot from a session.

Not Available / Allow booking - Mark a slot as not to be booked / or Reactivate a slot
marked as not available.

Multiple Options (which can be used for single slots too) (see Multiple Options)
e Cancel Bookings
e Move Bookings
e Copy Bookings

16



e Remove Slots

e Allow Booking

e Make Unavailable
e Hold Slots

e Release Held Slots

e Change Slot Type
Search
Any Slot (first ) <F2> - Display list of next 25 free appointment slots.
Specific (second ﬂ) <F4> - Display list of next 25 free appointments for specific

GP, day etc.

Patient <F3> - Find appointment(s) for a selected patient.

| "ﬂ 5'?| 3‘?| ﬁ| 5‘?| ;?| Pre-defined searches 1-5

Specific searches can be saved. Select Search is on the right. These are not on the
menu options but are displayed as Toolbar icons. See Save a search

Booking Info Report = This report shows statistics based on booking reasons.

Consultation Report = This report shows the number of consultations per GP for a
week, and the average consultation time.

Did Not Attend report - This report lists patients with DNAs.

Emergency Evacuation Report [2] - Print this report, if the building has to be
evacuated, to list the patients who are marked as Arrived, In or within ten minutes of
being Out of a consultation.

Future Appointments Report - Searches for all future booked appointments for one or
more owners.

Waiting Time Report - This is a daily breakdown over a week of the average time a
patient waits before seeing the GP.

Online Appointments Report = This report is used to analysis data when using Vision
Online Appointments.

Slot Utilization Report - The slot utilisation report allows you to search for how many
slots are available and how many are booked using a number of selections.

Plan
Slot Type (page 59) - Create special slots, eg emergency only.
Session Type_(page 64) - Create session types, eg morning surgery.

New Session, Edit Session, Copy Session (page 81) - Create, amend or copy
sessions with GPs/nurses and details

Delete Session (page 83)- Deletes the currently selected session.
Delete Plan (page 101) - Deletes the currently selected plan.
Clear Plan_(page 99) - Remove all sessions from a plan.

Save Plan As (page 100) - Amend plans for a non-standard working week.

17



Session List (page 85) O Display (or clear) list of added sessions when creating
plans.

Books

Planner (page 103)- Defines the working week plans for the next 52 weeks.
Events (page 104)- Enter holidays, meetings, special events.

Extend Books (page 110)- Generate appointment slots for the next few weeks.
Undo Books (page 112)- Delete or clear time slots from existing appointment books.

Modify Books - Amend or delete time slots from plan.

Maintenance

Support (page 29) - Two options: Compact Data and Verify Data will be used by the
Help Line if there is a problem.

System Constants (page 29) - allows set up options for how far ahead the
appointment books are set up, define start time for an afternoon, and other display
options.

Staff - standalone Appointment sites only: to add new owners (appointment users)

Books - Maintenance - Book Owners (page 45) allows staff and clinics to be added for
appointment books

Booking Information (page 49) - Define reasons for appointment.

Cancel Reasons (page 50) - Define reasons why patients cancel appointments.
Status Bar (page 57) - Whether this is displayed at the bottom of the screen.
Help <F1>

Display, search and print on-screen help for Appointments.

18



Hot keys when using a keyboard

Rather than using a mouse, you can use hot keys for some menu options. These are
usually function keys, which are written as < Fn >. In some cases, use two keys, for
example, holding the Control key down and pressing the Insert key will bring up the
Special Booking screen.

<F1> On-screen help
<F2> Any Slot Search
<F3> Patient Search
<F4> Specific Search
<F5> Reception View
<F6> Book View

<F7> Day Plan (page 93)
<F8> Personal Plan (page 88)
Shift+Ins Make Booking
Ctrl+1Ins Special Booking
Ctrl+W Edit Booking
Shift+Del Cancel Booking

Menu options can also be selected using the Alt key then an underlined letter of an
option, for example, Alt - T - I for Appointment - Insert Slot.

Date and Time Entry

When adding an event, or printing an Appointments List, dates can be entered in a
flexible way, eg 020208 (without slashes), or with a forward slash 8/7/08 or a full stop
8.7.08 or a hyphen 8-9-08. When entering times, for example, type 14:00 1400
14.00 14/00.

19



How To...

How to Use Appointments

The following is a summary of the screens that need to be set up before you can fully
use the Appointment system, and the way to use the menu options in day-to-day use.

Set up books, GPs and other staff

1.

First, from Maintenance - System Constants (page 29), decide how far ahead
the majority of the appointment books will be. This will be used as the default
for all appointment books.

Each book can be between 4 and 26 weeks long. The actual book length for an
owner is defined in Maintenance — Book Owners (page 45), by editing the No.
of weeks ahead.

Decide whether to include Saturdays and Sundays in the appointment book
week in "System Constants (page 29)", and what time to start the afternoon
session.

The other options you can switch on as you want later, but you are advised
straightaway to check the box From this Workstation under Backup (System
Constants) on, for example, the practice manager's workstation, to enable
automatic backups to take place every few minutes locally. This will give you a
text file of a list of appointments, should the server go down.

In Maintenance - Book Owners (page 45), select the owners - the GPs and
other staff such as nurses - who require appointment books.

Owners also include any clinics that are general and not the property of one
member of staff, for example, Health Visitors, Diabetic Clinic, Midwives, Baby
Clinic, Practice Nurses etc.

Practices that have the stand-alone version of Appointments will have an extra
menu option of Staff where the staff are entered.

Next decide the other set-up Options (see Maintenance Overview (page 29),
Setting up Staff and Maintenance).

Set up other options

1. In Maintenance - Booking Information (page 49), , add a list of reasons for

2.

appointments being made (eg, GP follow-up, smear, patient request by
telephone etc). (See page -).

In Maintenance - Cancel Reasons (page 50), add a list of cancellation reasons,
such as Patient request - felt better, At GP request, Patient request - No reason
given.

In Maintenance - Label Definition, set up the labels or appointment reminder
cards if you are going to use these. They will need their own printer with special
stationery. Add message text depending on the GP or nurse appointment, for
example, Please bring a urine specimen to the Ante-natal clinic appointment
card. Define the way the label content is printed.

See next to "Adding Sessions"- (and Plan Overview (page 87), Plan Sessions
and slots).

Adding Sessions

20



. Having entered staff, clinics, and options, next go to the Plan menu and set up
the sessions (see Plan Overview (page 87), Plan Sessions and Slots).

. From Plan - Session Type (page 64), define a list of sessions, such as Morning
Surgery, Evening Surgery, Ante-Natal Clinic, House Calls, Practice Meeting and
class them as clinical (with patient slots) or non-clinical (without appointment
slots, eg practice meeting). At this stage, a session is not GP defined nor
attached to a time or weekday.

. Then, from Plan - Slot Type (page 59), define any special appointment slots,
such as emergency slots. Each slot type can be allocated a colour to make it
stand out in an appointment plan. Slots can be filled regardless of slot type but
a warning message is displayed for special slot types, which can be ignored.

. Now, from Plan - New Session (page 66), the sessions listed in Session Type
can be allocated, defining the start time, duration and number of appointments
per hour. Although they can be allocated to an owner, if a session has a
common pattern for other owners, you need only create one which can then be
used for other owners.

. For example, you might have a pattern of morning surgery that starts at 0900,
last two hours and has eight appointments per hour; this can be used on any
book for any day if all the GPs follow this pattern.

. While within the new session, select Distribute Slots (page 71) (see Slot
Distribution (page 71) and Slots Per Hour (page 70), in New Session).
Appointment slots can be distributed according to the number per hour.
Alternatively, you can decide to display the appointment session in five minute
times and then blank out the times not to be booked. Decide also whether to
include any special slot types, such as emergency slots, for example, as the
last two or three slots of the session.

. Add all the sessions that are run in the practice. In Plan - Copy Session (page
81), copy a session format to another name to save typing the details in twice.

. Also use Plan - Edit Session (page 78), to update session details that have not
been used on a plan.

. For example, if two GPs run 90 minute sessions with six slots per hour, and
their partner prefers two-hour session, copy the first and change the session
duration.

10.You are now ready to enter each GP's Personal Plan (see "Personal Plans for

GPs (page 21)").
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Personal Plans for GPs

Once you have set the sessions for the practice, work out the weekly plan for each
appointment book.

1.

10.

11.

From File - Open - Day Plan (page 93)(>F7>), you can view the books for staff
within a specific appointment View or manually select owners by right clicking
on the columns. This is so that you are able to see all the regular commitments
for each day of the week - ie the surgeries and clinics held every Monday, those
for Tuesdays and so on. These are not date specific. You can add or remove
sessions from the Session List.

From File - Open - Personal Plan (page 88), @ <F8>, view one staff's plan

for the week. Add sessions from the Session List (page 85) 0O . You can also
remove sessions. Different plans can be saved for different weeks (see Save
Plan As (page 100), Plan, and Planner (page 103), Books).

From File - Open - Personal Plan (page 88), @, <F8>, select the owner (GP or
clinic).

List the sessions available using Plan - Session List (page 85), or click on the
Session List icon © .

Click on a session and drag it to the square and release it, for example, click on
a Morning Surgery session and drag it to the Monday column.

Select sessions for other times and days. The owner selection list on Session
List allows access to all sessions created by a particular owner or all that have
been defined in the practice.

Sessions can be given any start time when they are placed on a plan.

Move a session about by dragging and releasing, or copy a session by holding
the Control key down, then dragging. You can add a further Session Type
(page 64) and New Session (page 66), while the Personal Plan is displayed.

The Session List can be cleared by clicking again on © .

If an appointment book has weeks that differ, for example, every second and
fourth week they do a Hospital Clinic session, you can save two different week
plans using different names for each in Plan - Save Plan As (page 100). The
main plan is called the Master plan.

Using Books - Planner (page 103), then state that Week 1 should be the Master
plan, Week 2 the Hospital week plan and so on.

You can at this stage use Books - Events (page 104), to add future events, such
as study leave, holiday periods, where you can mark appointments as
unavailable, or a visit from the FHSA, or a drug company appointment. The
Events List can be printed from File - Print Events List (page 109).

Finally, once plans have been created, select Books - Extend Books (page 110),
to generate each appointment book to its pre-defined size. This creates the
appointment slots for specific dates. Whenever a plan is amended, run Books -
Modify Books so that the changes take effect.

Note - Personal Plans can be cleared completely using Plan - Clear Plan
(page 99).

22



12.From File - Open - Day Plan (page 93), display the appointments plan by

weekday in the traditional way: Monday, Tuesday, Wednesday, etc., for GPs or
staff , and add or copy sessions to set up plans.

13.Appointment plans for each GP can be printed from File - Print - Print Plan

(page 97).

14.Now read through "Where and how to book appointments (page 23)".

Where and how to book appointments

Note - Before starting to use your appointments, make sure you have
the appointments backup in operation on at least one if not two
workstations (see Backup — System Constants (page 34)). This will
retain appointment lists for you if the server goes down.

There are two screens from which to view and book appointments on specific dates:

1.

From File - Open - Reception, pressing <F5>, or clicking on the M icon,
you can view appointment books for the current day. Different views can be
saved, consisting of different owners, and re-displayed at will.

By clicking on the weekday tabs (Mon, Tues and so on), you can go to any day
of the current week; go forward to future weeks using the right mouse button;
or use the calendar by double clicking in the date window to go forward or back
to previous appointment dates.

From File - Open - Book pressing <F6>, or clicking on the ng icon, you can
view and book appointments for one owner (GP or clinic) at a time. Page
forwards and backwards in a similar way to the Reception screen.

Using File - Open - Book, <F6>, ng, first display the appointments screen
for the owner (GP, staff, clinic) you want (see either Book or Reception).

Find the date you require. Either click on one of the weekday tabs (Mon, Tues
and so on) - or use the right mouse button on a weekday tab for future dates
of 1, 2, 4 or 6 weeks - or use the calendar (double click in the date window) to
select the required date.

Click on the time required by the patient. Use AM or PM to move to the bottom
or top of the morning or afternoon page.

If it is a patient appointment, click on the Make Booking icon ﬂ, or click on
Appointment - Make Booking, or press Shift-Insert. Select the patient, and,
if required, enter any comment, notes, the booking information and the
estimated duration of consultation if likely to be outside the usual length.

8. Print an appointment card using the Print button, then click on OK.

9. For appointments that are not patient-related, eg a drug rep, or temporary

10.

residents or private patient not on patient register, click on Special Booking

¢ instead of Make Booking. Enter in free text the name of the person making
the appointment.

LA Refresh the screen manually if required, though an automatic refresh will
take place every few minutes to bring views up-to-date. New appointments will
automatically appear on screen whenever any action updates the local screen.

Appointments can be changed, either one at a time, or as multiple slots at a time:
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. Appointment - Cancel Booking - Il (Shift-Del).

Appointment - Move Booking or Copy Booking - These appointments are placed
temporarily on a Clip Note, and can later be dragged to a new appointment
slot.

Appointment - Insert Slot or Remove Slot - Appointment slots can be inserted
or removed from a session, for example, for extra patients beyond the usual
number of slots per hour.

Appointment - You can mark a slot as not available for booking, or
alternatively, Allow booking.

Now read through "When the patient arrives (page 24)".

When the patient arrives

1.

On the day of the session, you can display today's appointments either from

Reception View M (several owners at a time), or from Book View ]QI (a
single owner).

Double clicking on the Notes column of the Book View will mark the
appointment with "pulled" to show the notes have been pulled from filing ready
for the session.

For Vision practices, an appointment list can also be displayed within
Consultation Manager, and Start/End Consultation times defined there.

When the patient arrives for the appointment, double click on any position in
the slot to set the status. Successive selection will set Arrival in surgery, start
consultation and End times (see When the patient arrives, in the Making
Appointments section). Waiting and consultation times can later be reported
(see Search Options).

If you want to find out what can be printed, see "Printing options (page 24)".

Printing options

1.

Print an appointment reminder for a patient with the date, time and GP of the
appointment booking for a patient. These label reminders are defined Label
Definition, Maintenance.

2. Print an Appointment List for a book or all books for a particular day.

3. Print out the plan for each GP or staff (see Print Plan (page 97)).

4. Print a list of Events, which are not regular (for example, FHSA visits, holidays,

study leave) (see Print Events List (page 109), Events, Books).

If you want to know how to find appointments, and report on appointment
statistics, see "Search and report options (page 24)".

Search and Report Options

There are various search options to find free appointment slots, and book an
appointment from the resulting search list. These are listed in Search options. They
include Search - Any Slot (<F2>) which displays the next 100 or so free appointment
slots, regardless of GP, clinic, or time; or Search - Specific Slot (<F4>), which finds
the next 100 or so free appointments after specifying criteria, such as the owner, or
weekday. You can interrupt the search when the first slots appear on the list. Specific
search criteria can be saved for use later, and allocated to one of the Quick Search
buttons 1-5 on the Toolbar.
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There is also a search by patient (Search - Patient, <F3>) which will find any
appointment that patient may have booked.

Pre-defined report options include:

e Search - Booking Info report - This shows patients that have made
appointments for specific Booking Information reasons.

e Search - Consultation Report - This report shows the number of consultations
and the average consultation time for patients in with the GP.

e Search - Did Not Attend Report - This lists all the patients who have not
attended appointments.

e Search - Emergency Evacuation Report - If the building has to be evacuated,
this prints a list of all current patients, marked as Arrived and Waiting, or In a
consultation, or Out of a consultation in the last ten minutes.

e Search - Waiting Time Report - This report shows the average waiting time by
the patient between booking into reception and going into the consultation, for
each GP, on a daily basis.

Search — Online Appointments Report - This report is used to analysis data when using
Vision Online Appointments.

Search - Slot Utilization Report - This report allows you to search for how many slots
are available and how many are booked using a number of selections.

How do I...

Set up GPs sessions and visits
Setting up the Appointments module needs careful planning.

First read quickly through Menu options, Toolbar and hot keys (page 15) and How to
Use Appointments (page 20) to get an overall idea of what needs to be thought
through.

Then decide who the owners are, what the session types are, and what sessions need
adding. You could do this in table form if it is easier.

For example, if the GPs have a common format for their morning surgeries, for

instance, they all do morning surgery between 9 am and 11 am with 8 appointments
per hour, then they can all use the same session type called Morning Surgery from the
Session List (see Plan - Session Type (page 64)) where further examples are given).

GPs could share a session type for house calls after morning surgery - Housecalls -
which can later be defined as an open session (in Slots/Hour, ie allowing patient
names but no booked appointment times), for example, from 12.00 - 2 p.m. for
recording patients and printing the house call list. Note that open sessions do show an
appointment time with five minute intervals.

Alternatively, you could add house calls in Add Clinic as Visits (see Maintenance -
Book Owners (page 45)) and display this every day as a separate "clinic", and
collectively list the patients without GP allocation. This has the advantage that all GPs
can see the visits and drag them to the appropriate GPs visit session when allocating.
See also for another way to set up open clinics and house calls.
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Each GP may do his own Ante-Natal clinic. There need only be one session type -
Ante-Natal Clinic, and when adding the new sessions (see New Session (page 66),
Plan), you could enter Dr A - Ante-natal clinic, then Dr B - Ante-natal clinic etc. You
may also want to set up Owners of midwives (Maintenance - Books - Add Clinic-
midwives) and then add a new session with Midwives linked to the session type -
Ante-natal clinic.

If there is a regular practice meeting, say, 0815 to 0845 every Monday, then add a

non-clinical session of Practice Meeting in Session Type (page 64), and then enter a
new session for one GP. This can then be used from the Session List (page 85) to add
to the Personal Plan for the other GPs.

Finally, refer to Personal Plan (page 88) to see how to add the sessions into a weekly
plan.

Set up practice nurses' sessions

If the nurses usually do a Nursing Session which always has ten-minute
appointments, except for once a week when there is perhaps a Smear Clinic with 15
minute appointments, then two session types could be used: Nurses' Surgery, and
Smear Clinic (see Plan - Session Type (page 64)).

You need to decide whether each practice nurse has her own surgery and own
patients - ie each nurse is an Owner in Add Staff (see Maintenance — Book Owners
(page 45)) - or whether the Practice Nurses are described in the owner list collectively
(ie, in Add Clinic as Practice Nurses or Treatment Room) so that if the nurses operate
a rota, the session is not nurse specific.

One new session could be added (see Plan - New Session) with the Session Type of
Nurses Surgery, and another new session as Smear Clinic.

Examples:
Owners: Session Types
Nurse A: Nurses Surgery, Smear Clinic

This can also be used for Nurse B if duration and slots/hour is the same - the start time
and weekday is added later

or
Owners: Session Types
Practice Nurses: Nurses' Surgery, Smear Clinic

Finally, refer to Personal Plan (page 88) or Day Plan (page 93) to see how to add the
sessions into a weekly plan.

Plan GPs with different weekly sessions
There are probably as many different versions of GP rotas as there are GP surgeries.

If a GP has, for example, basically the same weekly template of surgeries and clinics,
but every other week does a hospital session, you can save two plans - one with the
hospital session , and one without (see Plan - Save Plan As (page 100)). Then, from
Books - Planner (page 103), you could specify which plan is being used on each week
of the calendar.
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Fit extra patients in to surgeries

Despite a fully booked appointment session, you may still need to squeeze in the odd
"emergency" patient.

Display the appointments for the session from either Reception or Book.

Use the option Insert slot from Appointments which will create an extra appointment
slot. You can optionally first click on one of the blank appointment slots within the
session.

Alternatively, you can set up sessions with, for example, the last two appointments
kept for emergencies only and only to be booked on the day (see Plan - S/ot Type
(page 59), and Plan - New Session - Slot Distribution (page 71)).

Organise display of the Reception book
Refer to Reception View which explains the following display options, and how to:
e If no appointment slots displayed
e Reception View - Choosing and viewing owners
e Display the same four GPs' books
o Displaying the Book View from Reception

e select date and days on Reception screen (see Step 1 — Select Appointment
date)

¢ find when the next session is due — Any slot search or Specific slot search
e Make an appointment - see Make Booking

e display the appointment's booking form

e record the time the patient arrives (see When the Patient Arrives)

e Insert Session

Keep track of patients once they arrive
Display the appointments for the session from either Reception or Book.

When the patient arrives at the surgery and checks in at the reception desk, display
their Status information by double clicking within the patient's appointment line.

The time will be recorded as the Arrived Surgery time and the word WAIT is displayed
in the Status column. The patient's name will be scored through, to show the GP and
receptionist that the patient has arrived.

Double click again when the patient is called into the GP to record automatically the
Start Consultation time, and change to IN. The End Consultation time can be
recorded by reception or the GP in the same way, which then marks the patient as
OUT.

See also the reports in Search Options.

Remind patients to bring samples

From Maintenance - Label Definition, you can specify specific lines of text of printed
appointment cards for particular owners, for example, Please bring a urine sample, if
you have specified Ante-Natal clinic as an owner in Maintenance - Books - Add Clinic.

Mark GP's holidays and study leave
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Use Books - Events (page 104), to mark in a list of one-off events such as GP holidays,
study leave, visits from outside bodies etc. You can block out the appointments that
would normally be booked during these dates.

Find when the next session is due

If you cannot remember when the next session is due, for example, an occasional
Diabetic Clinic, if the session has any free slots, you could use the Search option to
find the next dates of appointments.

Find free appointment slots

When booking patient's appointments, have either the Reception or Book screen
displayed.

You can page through the appointment book, using the weekday tab options to go
through the book: remember to click the right mouse button on a weekday tab to go
forward in time, or double click on the date window to display a calendar and select
the date (see How to select date and days - Step 1 - Select appointment date.

If you need to find a specific clinic, say, the Diabetic Clinic, first select the Owners that
run the Diabetic Clinic. This may be a GP, or the Diabetic Clinic may have been set up
as an Owner itself.

Use the Search Options to find the next 100 or so appointments that are free, or to
specify the next free appointments for a particular GP, weekday, after a certain time
period (eg in two week's time), or session type. This is particularly useful to find the
next session of an occasional clinic where there are still free slots, for example, a Flu
Jab Clinic, where the receptionist has forgotten the date. Refer to Specific slot
search.

Display the appointment's full details

To display the details of any appointment that is booked, click on the patient's name

on the appointment line then click on Appointment View - this Appointments
Booking Form is explained in Step 4 — Appointment Booking Form.
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Setting up Staff and Maintenance

Maintenance Overview

An overview of the Maintenance menu is given in "Set up other options (page 20)".

The options from the Maintenance menu should be the starting point before setting up
sessions or appointments:

1.

Support (page 29) - Compact database and Verify data may be used by the
Help Line in the event of a problem.

System Constants (page 29) - decides various options, including how far
ahead to make up the appointment books. Make sure to switch the automatic
backup option on at one of your local workstations.

Label Definition - Set up for practice-defined appointment reminder cards.

4. Maintenance — Book Owners (page 45) - set up staff and clinics for whom

appointment books will be used, and decide how far ahead appointment slots
should be available.

Booking Information (page 49) - list of reasons from patients for booking
appointments.

Cancel Reasons (page 50) - list of reasons from patients, one of which must
be selected when cancelling an appointment.

Status Bar (page 57) - whether to display the Status Bar at the bottom of the
screen.

Support - Compact and Verify

Compact and Verify are two options from Support on the Maintenance menu.

Compact Data and Verify data may be used by HelpLine in event of a problem.

IMPORTANT - Compact and Verify should not be used at the practice
unless requested to do so by the Helpline.
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System Constants

Practice — System Constants

Enter the options in System Constants as part of the setting up progress.

Click on Maintenance - System Constants.

i, System Constants El

Practice Working Day
Include Saturdays | Include Sundays [

Afternoon starts at: 13:00 Hide Uszerz With Mo Sezzions [

Optimization

Generate blank zlots [w
Refrezh after |5 min[z] of inactivity

Allow override of held slots by users with administrator rights |

oK LCancel

Figure 3: Maintenance - System Constants

Practice Working Day Setup
On the Maintenance - System Constants screen, decide the following setups:

Include Saturdays, Include Sundays - Decide whether to include Saturdays and /
or Sundays in the appointment books, and if so, click on the selection box(es). Even
if you do not have set appointments on Saturdays, you might want to record the
patients seen in an open session.

Practice T Bookings T Defaults
Practice Working Day
Include Saturdays [v Include Sundays -
Afternoon ztarts at: 13-00
Mekaman akian

Afternoons Start at:

The Appointment books are divided into AM and PM sessions (unless you set the All
Day view as your default or use the All Day button on the Reception or Book Views).

The time defined in Afternoon Starts At is the start of the PM sessions, for example,
1300 (see Reception and Book, in the Making Appointments section).

The time set here applies throughout the system and cannot be used individually.

For example, if the Afternoon starts at is set to 1400 (2 pm), morning surgery and
lunch time house calls could be in the AM session, and afternoon surgeries and clinics
starting at 2pm or after in the PM session.
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If the time is set to late evening in Afternoon Starts At, then a full day's
appointments will be displayed on a single page.

Any session starting before the Afternoon Starts At time will be displayed on the
morning page. If late morning sessions overlap this time, they will not be split.

Hide Users with No Sessions

There is now a practice setting which enables you to hide users with no sessions set
up, the user remains hidden unless they have a session set up in the appointment
book.

1. Go to Vision — Appointments - Maintenance, select System Constants.
2. Select the Practice tab.
3. Tick the Hide Users With No Sessions box.

. System Constants EI

Practice T Bookings T Defaults T Backup T Slot EuuntT HemindersTPatient Info

Practice Working Day
Include Saturdays | Include Sundays |

Afternoon starts at: 132:00 Hide Users With Ho Sessions |

Optimization

Generate blank slots [
Refresh after |5 min[z] of inactivity

Allow override of held slots by users with administrator rights [

Cancel

4. Click OK to save and close.
Optimisation

On the Maintenance - System Constants screen, decide the following setups:

Optimization

Generate blank slots I
Refresh after 5 min(z] of inactivity

Generate blank slots - Unless the practice operates a system with either 2, 3, 6 or
12 slots per hour, most appointment sessions will have blank slots, since the slot
distribution will always be in 5 minute intervals.

The default for Generate blank slots is checked which means blank slots will be
generated as blanks, and actually created in the database and take up disk space.
Screen refresh performance is improved if the system does not create blank slots.

Unless it is desirable that these blank slot times are shown in the appointment book,
the option to generate blank slots should be unchecked.
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Blank appointment slots are where the number of appointments per hour is other than
twelve five-minute appointments and blanks are inserted to make up the time (see
Slots Per Hour (page 70) and Slot Distribution (page 71) in the New Session section,
Plan Sessions and Slots).

For example, if there are six appointments per hour = 10.00, 10.10, 10.20, 10.30,
10.40, 10.50. The blank slots are therefore 10.05, 10.15, 10.25 etc where you do not
want a receptionist to book.

. 10.00
o 10.05 Blank
. 10.10
o 10.15 Blank
. 10.20

Refresh After

Book, Reception and Consultation Views will refresh automatically every few minutes
to bring them up-to-date. The default time is five minutes but you may enter a
different figure for the minutes. Screens can also be manually refreshed by clicking on

the Refresh icon LA on the toolbar and regular use of Refresh is recommended if

busy.
Allow Override of Held Slots

If Allow Override of Held Slots by Users with Administrator rights is ticked,
then any users who have full access to Appointments (in Security) will be able to
release slots that have been held by another member of staff. See Hold Slots.

Bookings — System Constants

These options, under Bookings on the Maintenance - System Constants screen,
are described in detail in the section Step 4 - Appointment Booking Form. Step4 -
Appointment Booking Form |topic=Step4 - Appointment Booking Form

s, System Constanks

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

— Booking Appointments

Show Exizting Appointments I~ Show DMA=z v
Show Recalls v Hide PD5 Statuz Panel o
Default Show Comments I~

Recalls From - |3 Months Enter the range from the current date to show
recallz for i.e. Recallz from = -3 and Recallz To =
Recall: To + |1 Months 1 iz 3 months prior to now to 1 month in the

Prompt to register patient for online booking |V

(1] | Cancel |

Show Existing Appointments - If checked, any future appointments for the patient
are shown automatically when booking an appointment. This may help avoid DNAs if
patients have future appointments they are not aware of - these can be cancelled
directly from the booking screen.
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If switched off, a manual check can be made on the Appointments Booking Form by
using the More button. See Step4 - Appointment Booking Form.

Show DNAs - If checked, any DNAs are shown automatically for the patient when
booking an appointment. If switched off, a manual check can be made on the
Appointments Booking Form by using the DNA button.

Show Recalls (Vision practices only) - If checked, any outstanding recalls for the
patient are shown automatically when booking an appointment. This can be useful to
remind patients of overdue procedures, but bear in mind that recalls may have been
superseded. Also enter the range of how far back to look for recalls. Recalls From -3
is three months ago; and how far forward Recalls To +3 is three months hence.

If switched off, a manual check can be made on the Appointments Booking Form by
using the More button.

Default Show Comments - If this is checked, then any Comments on the
Appointments Booking Form for that appointment will be shown automatically on the
clinician's appointment list and the printed list. The comments will also be displayed
when the patient is checked in on the Appointment Status screen (after double
clicking on an appointment to mark the patient as Arrived). This can act as a reminder
for forms etc.

Hide PDS Status Panel - is a practice wide setting which disables PDS
synchronisation in Appointments.

Prompt to register patient for online booking - If this is checked, each time a
patient is selected you are prompted "Do you wish this patient to use Online
Appointments". Click Yes to open the patient’s registration screen to register the
patient for Online Appointments. The prompt will present each time a patient is
selected unless the patient has already registered or the account is disabled. See
Prompt for Online Appointments in the Registration on-screen help.

Defaults — System Constants

These options, under Defaults on the Maintenance - System Constants screen,
set various default entries which will be displayed in preference, though you can select
other options at the time instead.

. System Constants EI

Default Weeks to Extend Books: 1 - 80 |47

Default Slot Type |Hulmal j
Default Session Type | -
Default Booking Info. | j
Default Cancellation MOVED TO OTHER GP / TIME -]
Default All Day View ~

oK LCancel

Default Weeks to Extend Books:1-80
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The number of weeks ahead is called the book length, and period set in Default
weeks to Extend Books:1-80 in Maintenance - System Constants is the default
for the whole system.

Choose how far ahead all the appointment book extends. You can override this for
individual owners.

Books can be extended between four weeks and 18 months (80 weeks), for example,
if today's date is 1st January, and four weeks is chosen, then appointment slots will be
displayed, after Books - Extend Books (page 110) has been run, up to the end of
January, but not into February.

When Extend Books is run, the Appointment Slot Generator calculates the
appointment slots forward from today's date, up to the period specified here. You can
extend a single book or any number of appointment books in Extend Books.

The Default Number of weeks ahead can be changed at any time for each owner in
Maintenance, Books, Edit. For example, an ante-natal clinic may be booked up to
twelve weeks ahead, while the majority of other sessions only eight weeks ahead.

Defaults for slot type, session type, booking and cancellation

Default slot type - when entering slot types on a session, this is the default slot
type.

Default session type — when entering new sessions, this is the new session type.

Default booking information - this will automatically appear on all patients'
booking forms unless changed at the time.

Default cancellation reason - when appointments are cancelled, this reason will be
recorded on the patients' records unless changed at the time.
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All Day View

The All Day appointment view can now be set as the default view for Appointments.
This is done in System Constants and applies to all Appointments users on the current
workstation.

1. Go to Vision — Appointments - Maintenance, select System Constants.
2. Click the Defaults tab.

i, System Constants &l

Practice T Bookings T D T Backup T Slot EuuntT HemindersTPatient Info

.............. -

Default Weeks to Extend Books: 1 - 80 4

Default Slot Type |Nulmal j
Default Sezzion Type | -]
Default Booking Info. | -
Default Cancellation MOVED TD OTHER GP / TIME -
Default All Day View ~

(1] Cancel

Figure 4: Defaults Tab - All Day View

3. Tick the Default All Day View box.

4. Click OK to save and close.

Backup — System Constants

One or more workstations can be set up to run a regular backup of the Appointments
system in case of a network problem. This will create a text file of the list of
appointments for the number of days set, which can be viewed or printed (see below).
This should enable your practice to continue working if the server for Appointments is
down.

Note - the workstation must be running Appointments for the
backup to take place, ie someone is signed on to the workstation.

The automatic backup, if switched on in System Constants, will take place every five
minutes, or at an interval defined by you.
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il System Constants

Practice T Bookings T Defaults T Backup T Slot EuuntT HemindersTPatient Info

Backup Appointments

From this workstation |+

Interval 1 mins.
You are advized to zelect a

File name backup location local to this
workstation in case the network is
|I:::I""E“:'l:'t—l:"i'k-t“t not avalilable.

Backup days after today: |5_ [1-30) Order backup file by date [

(1] Cancel

The preferred backup location for the text file is a local workstation, because the
intention is to overcome the problem of losing appointments when the network is not
available.

For example, you might consider setting the backup on the practice manager's
workstation.

Another example, in a larger surgery, could be to set backup up on two different
workstations (though note below what to do if you are running Terminal Server):

e Workstation 1 - regular appointment use - backup every five minutes today's
and tomorrow's appointments

e Workstation 2 - less regular use - backup every 30 minutes, today's and the
next 15-30 days' appointments.

il System Constants
Practice T Bookings T_

B ackup Appointments

From this workstation |+

Interyal mins.
30 Yo
File name ba
wa

|-:::"\appt_hak.txt —

Backup days after today: |[3q [1-30]

From this workstation - Check this box if you want this workstation to backup. At
least one workstation must check this option in order for any automatic backup to
take place. The option is workstation specific so checking the box activates the backup
for that workstation only.

Note - if no workstation has this box checked, then no automatic backup will take
place.

Interval - the time between each automatic backup. The default is 5 minutes.
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File name - Where to backup to. Either directly type in the directory and path, or to
browse, double click in this window and select. The default is c:\appt_bak.txt.

Note - if you choose to backup to the a: drive, a floppy disk backup takes longer.

Backup days after today - Backup today's appointments always, and up to how
many days in the future? The default is today and tomorrow. You can choose up to 30
days' in the future. Backup time increases with the number of days.

Order Backup file by Date — Changes the order of the displayed information in the
Backup Text file, instead of listing by user, you can now order the data by date.

To view or print the backup text file: You can do this at any time, without waiting
for a disaster. Go into a text editor (larger practices may find that the text file backup
is too large for Notepad, so Wordpad may be preferable).

Open the file: If you entered c:\appt_bak.txt as the file name, go to the C:drive, and
select appt_bak.txt.

By default the list is sorted by Clinician, this can now be changed to by date. It shows
the session title, the appointment times that are blank or booked with patient names,
Date of Birth, NHS Number, all telephone numbers and any branch details (notes kept
at). Also displayed are any comments, appointment status, and the date the
appointment was made..

The list can be printed out from here. You may find the printout is neater if you first
change the font to a non-proportional one, such as Courier, as this makes the
tabulation of the appointment lists clearer.

Ldidh Emer gency
L2:30 open surgery
L2:30 Free

L4:00 PM SURGERY
14:00 Emergency
14:05 Emergency
14:15 Emergency
L4:20 Free

L4:30 DRAPER MARCUS 31/08/1920 27/08/2003 09:09
14:35 EDMONDS MWICHOLAS 13/08,1965 27/08/2003 09:10
14:45 FERMEYHOUGH HILARY 09/03/1962 27/08/2003 09:10
14:50 ILLSLEY JOHN 17/10/1988 27/08/2003 09:10

L5:00 Frea

L5:05 Minor Cps

L5:15 Free

15:20 Free

15:30 Free

15:35 Frea

15:45 Free

L5:50 Minor Cps

La:00 RABBETTS PATRICIA 30/01/1978 27/08/2003 15:42 Bp check
L&6:05 DALAYA ALFRED OF/08/1922 27/08/2003 15:42 father is 111
16:15 CRAMOND DORETTE 17071930 27/08/2003 15:42 Mot attended for smear
L6:20 Book on the Day

L6:30 gook on the Day

L6:35 Book on the Day

L6:45 Book on the Day

L6:50 Book on the Day

L7:00 EVE SURGERY

L7:00 Reserve

L7:10 Free
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Terminal Server and Appointment backup

With NT or Win95, setting the backup on two different workstations is sufficient. When
running Terminal Server, the system cannot easily see the local hard drive (c:\) so to
provide the same cover, the system needs setting up. If the settings were left as
above, they would be addressing c:\on the serve and would overwrite each other.

The communicator machine on a Terminal Server system is still set up as a NT
workstation (so when running Vision it can still see its own hard drive c:\). So first
(details given below) create a folder for the appointment backups, share the folder so
that it can be seen on the network, map the folder to a drive letter and tell Terminal
Server about the mapping. Every workstation within Terminal Server now has a path
to the appointments backup folder on the communicator machine so the
appointments backup can be directed there from whichever machines you designate.

1. On the Communicator machine, log in as administrator and in Explorer, create
a new folder c:\appt_bak.

2. Right click on the folder and choose Sharing. Change from Not shared to
Shared and leave the share name as appt_bak.

3. Go to the server, again as administrator and open Explorer. Under the Tools
menu, choose Map Network Drive, and choose a drive nhame, say, K. Then look
through the list of shared directories for the Links machine and the directory
appt_bak and click on it. Make sure that Reconnect at Logon is checked. Take
a note of what the path statement says (eg \\links\appt_bak) and click OK.

4. Terminal Server needs to log this mapping for all its terminals so, still in
Explorer, go to c:\wtsrv\system32\repl\import\scripts\logon.bat and edit it
(right click and Open, but do not double click it - it is a batch file and will run if
double clicked). You will find entries for drive O: and drive P: in there already.
Add a line below the other drive mappings which says Net Use
K:\\links\appt_bak\persistent:no (take your cue for spaces and punctuation
from the other two mappings); the \\links\appt.bak part of this statement is
exactly the path statement which appeared in the last step when mapping the
drive on NT.

5. Now you can set up your backups to point to K:\ in Appointments - System
Constants - Backup. Note the filenames have to be different.

6. So one workstation would be Interval = 5 mins, File name = K:\1DAYBAK.TXT,
Backup days after today = 1.

7. The second workstation would be Interval = 30 mins, File name
K:\30DAYBAK.TXT, Backup days after today = 30.

Appointments Back-up VES Practices

If you are using the Vision Enterprise System (VES), backing up Appointments is
slightly different from if you have a local server. You must firstly configure your
remote desktop connection to view the local drive and then configure the
Appointments module to back up to the local desktop.
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Remote Vision Desktop Configuration
To allow Vision to save the Appointments back-up file to the local machine you must:

1. Right click on the Remote Desktop icon on your local machine and select
Edit.

2. In the Remote Desktop Connection screen, select the Local Resources
tab.

3. Tick the Disk drives box.

« Remote Desktop Connection

Remote computer sound

- : =
4)5 \ Bring to this computer P
Apply Windows key combinations
(for example ALT+TAB)
I full creen mode oniy v
Local devices

Connect automatically to these local devices when logged on
er

o

[] Serial ports

Connect Cancel Help Dptions <<

4. Next, select the General tab and click on Save As.

5. The file name Remote Vision.rdp should appear in the file name box. Click on
Save.

6. When prompted to replace the existing file, select Yes.

7. You should now be able to connect to your local disk drives through the VES
server.
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Configuring the Back-up from Appointments

Once you have configured the Remote desktop, you can configure the Appointments
module to save a back-up of booked appointments onto the local drive.

1.

o v kW

8.

Login to Remote Vision on the machine from which you wish the Back-up to run
from.

Select Appointments — Maintenance - System Constants.

Select the Back-up tab.

Tick the From this workstation box.

Input an Interval in minutes for the duration between each back-up.

Type the following back-up location in the File Name field:
\\tsclient\c\appt_bak

Next, select how many days ahead you wish to backup, this ranges from 1-10
days.

Click OK to save the changes.

Slot Count - System Constants

You can switch on a Low Free Slot Count Warning which lets you know how many free
slots are available for the rest of the current week, up to the following Sunday
midnight. This warning can be shown either on going into Appointments, or when
booking an appointment.

Low Free Slot Count Warning

There are only 143 free slots left for
the curent week,

OF.

| Do not dizplay this message again

The Low Free Slot Count Warning is switched on in Maintenance - System
Constants, under a tab called Slot Count.

Practice T Bookings T Defaults T Backup T Slot EuuntT HemindersTPatient Info

Warming Message for low number of free zlots for the curent week

Dizplay on startup | Dizplay on booking [ Free SlotLimit 100

Owners Included v All Slot Types: Included v All
CAROL SLEERY

MLFSE Phone

(1] LCancel
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Warning Message for low number of free slots for the current week

Display on startup - If this is checked, the warning about free slots shows when
going into Appointments.

Display on booking - If this is checked, the warning shows when booking an
appointment.

Free Slot Limit - default 100. This is a threshold level and you can change it to
whatever number you like. Once the number of free slots for the current week for the
selected owners falls below this figure, the warning will be shown on starting up
Appointments, or when booking.

Owners Included - These are the owners whose free slots you want to be warned
about. Either check All to show this warning for all owners; or uncheck All and select
the Owners required, by clicking on each owner to be selected.

Slot Types Included - Either check All to show this warning for all slot types; or
uncheck All and select the slot types required, by holding down the Control key and
clicking on each slot type to be selected.

Click OK.

Note - the number of available free appointment slots will change
throughout the day as you book appointments, or every time you
re-enter Appointments. The start time for the count of free slots starts
either from the time you entered Appointments (if the warning is
switched on as Display on start up), or from when you booked an
appointment (if the warning is switched on as Display on Booking).
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Reminders - System Constants

When booking a patient appointment, any free text you enter in Notes on the booking

form, or in Patient Notes, can become a yellow post-it reminder when you display that
patient.

In Maintenance - System Constants - Reminders, decide between three options:

Automatically write a reminder to Vision - This option means that
Reminders added using File — Patient Notes enter the text in the reminders
window click update, the reminder is automatically created. When adding

Adding a Patient Note via the Booking form the reminder is automatically
created.

Display message giving the choice - If you add reminder text to Patient
Notes, then a message asks you to confirm you want this note to become a
reminder. You have the option to answer Yes or No.

Don't write a reminder - This option means that a reminder will never be
created if text is added to Notes.

i System Constants ﬁl

When Patient Hotes are Edited

|Displa}l meszage giving the choice ﬂ

In Reception ¥iew and Book Yiew

Dizplay all reminders v

(1] Cancel

The Reminders Yellow box can now be viewed in Appointments, to enable this facility

tick the Display all reminder option. This is a Practice wide setting and will display
reminders for all appointments users.

Note - Reminders can be moved to a different position.
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Patient Info — System Constants

. System Constants

Practice T Buukinqﬁ\T Defaults T Backup T Slot EuuntT Reminders P
&

Additional Patient Info. |D[IB ;l
Show Mandatory Patient Identifier [+
Create Patient Dizplay From I[:u"ent Patient data j

Do Mot Display Patient Demographic Detailz [

(1]4 Cancel

Patient Information

Additional Patient Information

When booking an appointment, the patient's name and NHS number (or CHI in
Scotland or H+C in Northern Ireland) is displayed in the appointment slot and lists.
Choose which additional information to show: Date of birth, Sex, Address (first line),
Postcode, Tel No., Booking Information. The telephone number is particularly useful
as a display in case appointments need to be amended or cancelled.

. 5ystem Constants il

Practice TR.\?uukingsT Defaults T Backup T Slot EuuntT Reminderz | Patient Inh::

Additional Patient Info. DOB ;l

Additional 1D

Show Mandatory Patient |dentifier | Address

Booking Information:
Create Patient Dusplay From CHI

MH5
Postcode
Sex

Tel Ho.
Hone

(1] 4 LCancel

Do Mot Display Patient Demograph

43



Mandatory Patient Identifier

The patients NHS number (CHI number in Scotland or H+C number in Northern
Ireland) is now included with the patient details whenever they are viewed in
appointments. All booked appointments display the NHS number. This will also be
displayed in all appointment reports that include patient details eg. The DNA Report.

To turn off the Mandatory settings remove the tick from the Show Mandatory
Patient Identifier tick box.

Create Patient Display From

Create Patient Display From allows you to define how the Patient Information
selection is updated on the Appointments screen. You have the option of keeping
Current Patient Data which after changing Additional Patient Information, will keep
Patient Information previously selected and update new Appointments only or Static
Appointments Data which after changing Additional Patient Information will change
all past and future appointments to display the selected criteria.

Static Appointments Data If after changing the Additional Patient Info, you select
Static Appointments Data then all previous appointments booked before this change
will display with the same Additional Information criteria as chosen at that time. For
example, where Static Appointments Data is selected, the previous
Additional Patient Info was patient NHS no. Sex was chosen as a new
Additional Patient Info and is displayed for subsequent appointments.

. System Constants x|

Practice T Bookings T Defaults T Backup T Slot EuuntT HemindElsTPatient Inh:;

1

Additional Patient Info. |DI]B |
Show Mandatory Patient |dentifier v
Create Patient Display From <

Do Mot Display Patient Demographic Detail: [

(1] Cancel

CAVID BURTON

15:00 ABDALLA ZEMA BTT 817 1466 14:00
15:10 ABBOTTCRAIGEDZIFI 2742 14:10
15:20 ABBOT ZHAEIR 141041947 14:20
15:30 ABBOT ZHAEIR Female 14:30
15:40 14:40
15:50 14:50
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Current Patient Data If, after changing the Additional Patient Info, you select
Current Patient Data then all previous appointments booked before this will change to
match the new Additional Patient Information criteria. For example, where Current
Patient Data is selected, the previous and current Additional Patient Info have both
changed to match the new selection.

. System Constants |

Practice T BuukingsT Defaults T Backup T Slot EuuntT HemindersTPatient Inh:;

Additional Patient Info. DOB ;l
Show Mandatory Patient |dentifier [+
Create Patient Dizplay From I[:u"ent Patient data j

Do Mot Display Patient Demographic Detail: [

(1] LCancel |

DAYID BURTOM

15:00° ABDALLA ZEMA Female
1510 ABBESTIERAHhdals
15:20 ABBOT ZHAEIR Female
15:30 ABBOT ZHAEIR Female
15:40

15:50

Maintenance — Book Owners

Staff and clinics

You need to enter the staff and clinics for whom appointments will be made. These
are called owners, and each will own a separate appointment book.

You can also decide how far ahead each owner has appointments available, between
1 and 80 weeks. Although this is set as a default in Maintenance in Defaults -
System Constants (page 33) - Default Weeks to Extend Books: 1-80, you can
individually vary any owner's Number of weeks ahead in Maintenance - Book
Owners.

Each Appointment Book Owners line shows their name, their Alias, whether active,
the number of weeks ahead appointment slots are available, and the last date the
appointments slots currently reach to (you may need to regenerate slots - see Extend
Books (page 110)).

Each clinician (GP, nurse, etc) with Appointments (an owner) must first be set up in
File Maintenance in Vision. It may therefore be advisable to record initials only in the
first name field. This is because the first name and the surname fields will be displayed
as the title of the appointment column. For long names, the surname may be
truncated. The Alias is used when searches for available appointments are run (the
Alias is set up as the Short Name or Mnemonic in Vision File Maintenance).
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If the option Display Active Owners Only is checked, no inactivated staff are

displayed.

il Appointment Book Owners

Owner's Hame Alias Status Week[z] Last Date
A DERO DEMO  Active 26 16/11/2003
ALISOM COoOL AC Bctive 12 10/08,/2003
BOBBIE LITTLE BOB Active a 134072003
ECMA FROSTY EF Active 12 10408/2003
FLORA BRADY BRADY  Active g 13407/2003
GRAEME MACDOMALD GMALC  Active a 134072003
AMTEMATAL *BMTE  Active 12 10/08/2003
by IR SOADNY et 12 10 /000

Add Clinic Cloze
[v Digplay Active Owners Only

Figure 5: Maintenance - Book - Appointment Book Owners

Add Staff

Staff include GPs and any other staff such as nurses who will be booked using

Appointments.

1. Select Book Owners from the Maintenance menu if you are using a Vision

system.

2. Click on Add Staff to display a list of staff GPs These staff must already be set

up in Vision - File Maintenance - Staff.

. Select Staff Members

)

3.
4,

Formmame Surmame Alias

System Supervisor S5 s
A lizan Cool AL
Edna Frozty EF
A e Srrith AS
B obbie Little BOB
IMERDWH  WHO DR
L ane Brady JB
|k riomn W hat D b
Mumber of weeks ahead 0K Cancel

8 1-80
[ Display Active Staff Only

Figure 6: Maintenance - Book - Appointment Book Owners - Add Staff

Click to highlight a member of staff.

No. of weeks ahead - Decide the number of weeks ahead that the
appointment book should be made up with appointments slots for this owner.
The default for everyone is set up in Defaults — System Constants (page 33) -
Default Weeks to Extend Books: 1-80. The minimum is one week and the
maximum is 80 weeks. You may alter this if, for example, a counsellor who
may make follow-up appointments further ahead than the default number of
weeks (see Edit number of weeks ahead or owner name (page 47)).
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5.

Click on OK.

Remember to run Extend Books (page 110) to generate the
appointment slots for a new appointments book.

Edit number of weeks ahead or owner name

If there is a change to the number of weeks against one or several Book Owners:

1.

Select Maintenance - Book Owners to display the Appointment Book Owners
screen.

Select a single member of staff by clicking to highlight; or select multiple
members of staff at a time, using Control - click (hold the Control key down and
click on the owners you want). You can only amend the Number of weeks
ahead if you make a multiple selection.

Click on Edit.

BE WARNED! Double clicking on an Owner will inactivate them and
they will disappear from the screen, unless you tick Display Active
Owners Only. To edit an Owner's details, just highlight and click on
Edit.

Amend the number of weeks ahead (see Default Weeks to Extend Books: 1-80
in Defaults — System Constants (page 33)), or an owner's name should they
change this (for example, getting married).

Click on OK.

Remember to run Extend Books (page 110) if the Number of weeks
ahead is changed. The Default Number of weeks ahead is a definition
and does not change the length of the book until Extend Books is run.

= Appointment Book Owners

Owner's Hame Alias Status Week[s] Last Date
A
BARY CLIMIC 1040842003
i ple d L]
MURSES MNumber of weeks ahead —————— | 10/08/2003
DUTREACH ’V | 1- 80 10/08/2003
10/08/2003
ELL PERSOM Cancel 10/08/2003 i
Add Staff Add Clinic Edit Delete Cloze

[+ Display Active Dwners Only

Figure 7: If multiple choice, then can only amend Number of weeks ahead
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w Appointment Book Owners @

Owner's Hame Alias Status Week[z] Last Date

Description |GRAEME MACDOMALD
Ahas
Mumber of weeks ahead
8 1-80 (1] 4 | Cancel

Add otall | Add Lhmc || Edit | | Lloze

[v Digplap Active Owners Only

Figure 8: If a single selection, can also edit name, whether active, as well as Number of weeks
ahead

Delete Books and Inactivate staff

Delete - Books can only be deleted if unused books have a last date (appointment) of
more than seven days ago.

1. Select Maintenance - Book Owners to display the Appointment Book Owners
screen.

Highlight the member of staff and click on the Delete button.
3. Confirm with Yes that you wish to delete this owner.

. Appointment Book Owners @
Owner's Hame Alias Status ‘Week[s] Last Date
& DERO DEMO  Active 26 16/11/2003 A
PN Vision Appoiniments /052003
BOBEBIE LITTLE 072003
EE;J:'&FQF?E;: :;) Zaonfirm wou wish to delete owner ALEX SMITH gjg?jgggg
GRAEME MALCTS /072003
AR TERLAT AL honoeonns
Yes Mo
Add Staff rrereem— —erre ! ™ 2+ loze
v Display Active Owners Only

Inactivate - To inactivate a book owner from Appointment Book Owners, double click
on the owner name. Alternatively, you can select Edit and remove the check from the
Active box. Inactive owners have the status of Out of Use. Double clicking on an
inactive owner will re-activate them.

For practices with the full Vision system, if a member of staff is made inactive in File
Maintenance, their appointments need not be displayed in Appointments - edit, and
uncheck the Active box.

There is a similar facility on Select Staff Members screen for standalone practices.

Add Clinics
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A clinicis not the property of one owner. Add any clinics that are general. Clinics can
be entered where the staff member is part of a team, eg a midwife, a health visitor, or
you can enter specific clinics, Baby Clinic, Diabetic Clinic, Well Woman Clinic.

For example, there may be at least two practice nurses who run the Treatment Room.
You could, therefore, either enter the Treatment Room in Add Clinic, as a single book
with sessions for both nurses; or you could add each practice nurse in Add Staff, and
set up specific books for each nurse.

Similarly, for Ante-natal clinics, these could be run under each GP's name, or by
individual midwives specified by name, or as general ante-natal clinics.

1. Select Maintenance - Book Owners to display the Appointment Book Owners
screen.

2. Click on Add Clinic.
3. Type in a description, for example, Diabetic Clinic, or Treatment Room.

4. Alias - type in up to four characters which describes the clinic. This cannot be
edited later.

5. Decide if the Number. of weeks ahead is accurate, or whether this clinic may
require to be booked ahead further than the default.

6. Click on OK.

You may edit clinics and amend the description, whether this clinic is currently in use
(Active), and the No. of weeks ahead.

s x|

Owner's Mame Alias Status Week[s] Last Date

. Add new clinic

Description |DIABETIC CLINIC
Alias DIAB| v Aclive
Mumber of weeks ahead
|E 1-80 OK | Cancel

Add Stalt || Add Lhimc I | Lloze

[v Dizplay Active Owners Only

Booking Information

You can create practice-defined reasons for booking appointments, for example,
Patient Request, GP Follow-Up, Test Result; or the actual booking method, eg
Telephone, Letter; or the actual service to be provided, eg smear, injection, BP check.

These reasons can then be allocated against each appointment if required on the
Appointments Booking Form, and later searched and analysed from Search - Booking
Information Report.

The booking reasons can optionally be displayed against patient names in
appointment slots, as an alternative to other patient details such as dates of birth or
address lines (see "System Constants (page 29)").
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A default booking reason can be chosen in Maintenance - System Constants -
Defaults — System Constants (page 33) - Defaults for slot type, session type, booking
and cancellation.

1. To add or edit a booking reason, click on Maintenance - Booking
Information.

2. Click on Add if you want to add a new description.
3. Type in a suitable description, for example, Requested by school MO .
4. Click on OK. The list automatically sorts into alphabetical order.

In order to edit an existing description, first click on that line, then click Edit and make
the amendment. Click OK.

In order to delete an existing description, first click on that line, then click on Delete.
Click OK.

. Booking Information ltems

Description

BOOKED AT GPS REQUEST

B PHOME

FOLLOWAMG & CONSULTATION
FOLLOWIMNG &YISIT
FOLLOWIMNG DISCHARGE

Add Close

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

. Add Booking Information ltem

o Booked at Hurse's request
Dezcnption

(1] Cancel |

Add | Close |

Cancel Reasons
When an appointment is cancelled, the system requires a reason for the cancellation.

Make a list of reasons why patients cancel appointments, for example, Patient Felt
Better, No Reason Given, which can be added to each cancellation. The first reason in
the list is set to Moved to other GP / Time. A reason must be entered when a patient
cancels an appointment.
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A default cancellation reason can be chosen in Maintenance - System Constants -
Defaults — System Constants (page 33) - Defaults for slot type, session type, booking
and cancellation.

1. Click on Maintenance - Cancel Reasons.

2. If you want to add a new reason, click on Add, type in the description.

3. Then click on OK. The list automatically sorts into alphabetical order.
If you want to edit an existing description, click on that line, then Edit.

To delete a cancel reason, click on that line then click on Delete.

Note - Do not delete the reason Moved to Other GP Practices/Time
as this is automatically used each time an appointment is re-arranged
and forms part of the audit trail. To remove the option choose edit and
inactivate.

When using Vision Online Appointments, patients who cancel an appointment will
select a reason from the practice list of Cancellation Reasons. See Online
Appointments - Cancellation Reasons

. Cancellation Reasons E'
Description Close

B PRACTICE _
DEATHAAMHOSPITALISATION —— E
MOVED TO OTHER GP / TIME . Add

PATIEMTS REQUEST
ISIT REQIUESTED

D i ) .
EYE;;r w. Add Cancellation Reason E' e
DEATH

b I0YED Admitted to hozpital H

I Description

(1] Cancel |

FATIEM
ISIT R

Label Definition

Printing of Appointment reminders to give to the patient has been improved. Though
you can still use computer card stationery, many practices are using Appointment
Labels which can be peeled off and stuck on an appropriate card to give to the patient.
The Label Definition option lets you choose the size of label and the position of printed
text on this.

1. Select Maintenance - Label Definition to display the Appointment Labels
screen.
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2. You will first be reminded to select the printer which will be loaded with the
label stationery. Click on OK to clear this message.

Proceed to Label Printer (page 52).

= Appointment Labels

Label Printer: LI E xit |
— Label Format

Refrezh View |

Test Print |

Label Size |

Select label printer

L.
W1 } Label printer must be selected befare defining label Farmat

— Select Label Conte

Practice Name: T ™ I 1

Practice Phone Humber: 2 Ird v v

Patient Name: 3 r r r {~ Print current appointment
Appointments: 4 r r r t* Print all appointments
Message: 5 r r r Edit mezzages |

Label Printer

1. First, on the Label Definition screen, select the printer for the labels by clicking
on the Label Printer selection arrow. The list depends on which printers are
set in Windows. You can use any printer, even the Brother 1709. You will be
warned if you have selected an inappropriate printer: Could not set label size
- the selected printer may not be suitable for label printing.

YISION Appointments I‘

Q Could not zet label zize - the selected printer may not be suitable for label printing.

Once a suitable printer has been selected, the right-hand buttons will be
enabled.

2. Proceed to Label Size (page 53).
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. Appointment Labels

Label Format

Label Printer:  |Rrother HL-1260e on LPT1: | Exit
A Refrezh Yiew
Test Print
Tel Ho. 0171 49£ 1330
Appokdrernt’s) for: Eanple patiad Label Size
19 Faby 2003 st 11:10 armowith BETH GLOVER
ILEASE IMFORRI TS W THIH 24 HES IF THABLE TO 4 TTEHT:.
w

4

Select Label Content

o Centre Bold Line
Position Text Text After

Practice Mame: 1 v v -
Practice Phone Number: 2 [v [v [
Patient Name: 3 I I [ " Print current appointment
Appointments: 4 - - |— * Prnt all appointments
Meszage: L r B r Edit meszages
Label Size
1. On the Label Definition screen, select Label Size to define the size of the

appointment labels. The only restriction for label stationery is that it is single
column, or what is called, one across the web; two columns of labels is not
suitable.

Width / Height - Specify the height and width of the label. The default is
width of 4 inches, height of 1.9 inches and vertical pitch of 2 inches.
Appointments label sizes are user-definable. On NT it creates a form with the
size specified and controls the form feed accordingly. It will only do this if the
printer is suitable for printing continuous labels.

Vertical Pitch - This is the distance from the top of one label to the top of the
next label.

Skip alternative labels - New printers allow you to feed a label through, but
old printers do not. So, using Skip alternative labels will print on every other
label and move the just-printed label out of the machine so it can be peeled off.
When this roll of labels is finished, you can re-use the roll in the printer to print
on the remaining labels.

Proceed to Label Format and Label Content (page 54).
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*

B B Accept
Vettical Pitch [+ [ "t . Cancel
8 Height |-
Width:  iinches!

Height: " Centimeters

Yertical 200
Pitch: .

Skip Alternate Labels

Some older printers do not have the option of autormatically form
feeding stationary, making it difficult to peel off the printed label..
To allow pou o uze such printers, we provide the option of
zkipping every other label. To avoid wasting “skipped” labels,
wou can penodically refeed the stationan,.

[~ 5Skip Alternate Labels

Label Format and Label Content

1. On the Label Definition screen, if you double click in the Label Format section

on the Appointment Labels screen, you can increase magnification of the
message (to restore, exit and re-select).

. Click on the button Edit Message (page 55) to edit the message that is attached

to an owner.
Under Label Content:

Practice Name - Type the practice name in the window on the right. Usually
the Practice Name would take position 1.

Practice Phone number - Type the practice phone number, or the dedicated
appointments number, in the window on the right, under the Practice Name.
Usually Position 2

Position - Any kind of order is permitted. Each line must have a humber 1-5;
or if not to be printed, then set to 0. For each line type, also choose the options
of centring, bold, and whether you want a blank line after.

For example, position 1 could be the Practice Name, 2 the Phone number, 3 the
Patient Name, 4 the Appointment date and time, and 5 the message
(previously called the Card Text).

If all positions are set to 0, then the Practice Name and the other lines are not
printed. This might be useful if you are using pre-printed labels with the
practice name, address etc.

You will be warned if you miss out a position number or leave it blank: Item
position must be an integer in the range 1 to 5. To suppress an item, give it a
position of 0.
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Item Position E |

Q [tem position must be an integer in the range 1 to 5. To suppresz an item, give it a pozition
af 0

If any changes are made to the Label Content section, use Refresh View to
see what it looks like.

4. Proceed to Print all current appointment (page 55).

Print all current appointments
On the Label Definition screen:

If Print All Appointments is checked on the Appointment Labels screen, all
appointments for a patient will be printed on the label. Only one message will be
printed and one of the specific book owner's messages can be selected as the default.
If no owner is selected, then no message will be printed on the label. On the
Appointment Card Text screen (after Edit Message (page 55)), select the owner
whose message you want printed on the label. The Clear Owner button will clear the
owner.

If Print current appointment is selected, only the current appointment is printed
and the message specific to that book owner will be printed.

If you want the same message always shown but only the current appointment, then
copy the same message for each book owner on the Edit Message (page 55) screen.

Proceed to Edit Message (page 55).

Edit Message

On the Label Definition screen, Edit Message (in previous versions, Card Text) lets
you edit the message that is attached to an owner. The message is specific for each
owner (staff or clinic) and is printed whenever there is an appointment with that
owner.

1. Click on Edit Message from the Appointment Labels screen. This displays
the Appointment Card Text.
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= Appointment Labels

15 Appointment Card Text

Owner Message:
& DEMO PLEASE IMFORM US %WWITHIM 24 HRS IF UMABLI
ILE SMITH
wLISON COooL
IWNTEMATAL
BABY CLIMIC FLEASE IMFORM US WITHIMN 24 HRS IF UMABLI
BOBEBIE LITTLE
DIABETIC PLEASE BRIMG & URIME SAMPLE WwWITH Y0OU
EDMA FROSTY
 ‘Print all appointments’ Meszage
Owner
If you have selected the option of printing all 4 DEMD "~
appointments for a patient, then vou may :seleu:t AL SMITH —
the owner whose message you wish to print on sL1s0m CooL
the label. Alternatively, if you do nat select any B
owner then ho mezzage will be printed on the PMTENATAL
label. BaBY CLINIC
Clear Owner BOEEBIE LITTLE
DIABETIC i
Message: [ ,— — — Edit messages

Click on an owner to highlight in the top window.
Click on Edit to display the Edit Appointment Card Message screen.
Amend or add text, or delete text if you do not want any message. Click on OK.

Click on OK. For example, you might want to remind the patient to bring a
urine sample to ante-natal clinics.

i AW

= Appointment Labels

= Appointment Card Text

ILE= SMITH
LISOM COOL
IHTEMATAL
B&BY CLIMIC
EQEEBIE LITTLE
DIABETIC

Meszage:
PLEASE INFORM LS "ITHIMN 24 HRS IF UMAELI

im| Edit Appointment Card Message

EDMA FROSTY

Description

r "Print all appoi

If you have sele

PLEASE INFORM US WITHIN 24 HRS IF UNAR

Cancel

Delete

Tl

Cloze

appaintments foreperErEE T e TR T T
the cwner whose meszage you wizh to print on AL150M COOL
the label. altemativel, if vou do not zelect any L4
owner then no message will be printed on the PHTENATAL
label. BAERY CLIMIC
Clear Owner BOEEIE LITTLE
DIABETIC w
Message: L |— - - Edit meszages

6. To delete any card text, highlight the owner and click on the Delete button.
Answer Yes to confirm that deletion.
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7. In Owner in the bottom right section of the Appointment Card Text screen,
select an owner whose default message will be printed, if there is more than
one appointment or appointment message. See back to Print all current
appointments (page 55). The Clear Owner button will deselect any
highlighted owner.

8. Click on Close to return to the Appointment Labels screen.

9. Proceed to Test Print, Refresh View, Exit (page 57).

Test Print, Refresh View, Exit

Refresh View - Any changes on the Appointment Labels screen can be shown if you
click on the Refresh View button on the Appointment Labels screen.

Test Print - This prints two labels so you can check if the Skip Label option is working,
if checked.

Click on Exit.

To print an appointment label for a patient, first book an appointment, or select Edit
Booking, then click on the Print button on the Appointments Booking Form (see Step
5 Print the Appointment reminder).

If the label print runs out of space on one label, it will print on to a second label.

Shows Views Toolbar

If Show Views Toolbar option (Maintenance) is checked, then a toolbar is
displayed above the weekday tabs and beneath the menu icons, on both the Book and
Reception View.

As a view or book is selected, a button is created on this toolbar. Selecting a further
view or book creates a second button. This builds up views making it easy to switch
between the different views. The toolbar is cleared whenever Book or Reception View
are closed.

Status Bar

From the Maintenance menu, the Status Bar display at the bottom of the screen can
be switched on or off by selecting or de-selecting Status Bar. The Status Bar can
display useful information about currently selected menu options, toolbar icons,
appointment details etc.

File - Exit

To exit from Appointments to Vision front menu, click on File - Exit. Confirm that you
want to exit.
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Print Set-Up

From the File menu, there is an option Print Setup. You may need to change printers
from the printer that normally prints A4, for reports, appointments lists etc, to
another printer which is specifically loaded with card to print appointment cards.

1. When you select Print Set-Up from the File menu, a standard Windows print
set-up is displayed

2. Select the printer, depending on what you are printing.

3. If you are using a dot matrix printer rather than a laser printer, you may need
to choose paper size of 8.5" x 11".

4. Click on OK.

Print Setup
Frinter

M ame: Brother HL-1260e Properties...

Stakus: Feady
Type: Brother HL-1260e

Where:  LPTT:

Commenk:

Faper Orientation

Size: |.-“-‘-.4 j {*" Partrait

[
Source: | Automatically Select =] ¢ Landscape

Metwork.... ] | Cancel

Figure 10: Print Set-Up
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Sessions and Slots

Sessions and Slots Overview

Once you have set up the owners (staff and clinics) of Appointment Books in
Maintenance - Books, the next step is to set up the sessions and slots, and assign
them to owners.

A session is a period of time. If defined as a clinical session, patients may be booked
in appointment slots and the session can be called, for example, morning surgery,
smear clinic.

If the session has no appointment slots, it can either be a non-clinical session, for
such activities as the practice meeting; or an open (clinical) session to which patient
names may be entered, for example, house call list, flu clinic.

Suggestions about the Plan menu options are made in "Adding a session (page 66)".

The options from the Plan menu are listed below. They are described in the order that
they need to be entered; for example, you cannot enter a new session until you have
defined the Session Types.

e Slot Type (page 59) - Define special slots, eg emergency appointment slots.

e Session Type (page 64) - Define types of sessions, especially useful for
searches, eg morning surgery, house visits, evening surgery, ante-natal clinic
etc.

o New Session (page 66) - Define a new session to be used on a plan (see also
"Slot Distribution (page 71)").

e [Edit Session (page 78) - Update an unused session.

e Copy Session (page 81) - Edit an existing session and save with a different
name.

e Delete Session (page 83) - Delete any session no longer in use.
e Delete Plan (page 101) - Delete any plan no longer used.

e Clear Plan (page 99) - Delete a working week.

e Save Plan As (page 100) - Create a new working week.

e Session List (page 85) - Toggle the display of the session list.

Sessions can also be directly removed from plans - see "Remove Session (page 96)"
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Slot Type

The standard slot type is coloured white and defined as Normal. This is part of the
system and does not need to be set up.

You can define other slot types, which can be inserted within a session in an
appointment book. These slots are for particular reasons, the most obvious being one
or two at the end of a surgery for emergencies or urgent cases only.

e EMERGENCY
e BOOK ON THE DAY
¢ MINOR SURGERY

These slot types can be defined from Plan - Slot Type, and each assigned a different
colour to stand out on the appointment page. They are searchable (ie you can search
for all emergency appointment slots). The slot type itself is not time specific, but you
could, for instance, put several Book on the Day slots into an appointments session.

When pointing to a coloured slot in the appointment book a tooltip is displayed
showing the slot description. Bookable slots when selected will display the warning

message, if appropriate, you are prompted "Do you wish to continue?" Click Yes to
book or No to close.

The following options can also be used (as required) when creating/editing slot types:

¢ Non-bookable slots - This slot type cannot be booked, on selecting the slot,
the warning message is displayed, click OK to close.

¢ Non-Viewable Slot - This slot type can only be viewed from Vision
Appointments, Consultation Manager, Mail Manager, and 3rd party
applications, but is not displayed in Online Services. When booked at the

practice, Non-viewable slots do not generate confirmation emails/sms to
VOS/MHOL registered patients.

Note - All slot types apart from 'Non-Viewable', when booked, send
confirmation email/sms to VOS/MHOL registered patients - whether
booked at the practice or online by the patient.

e Web Default - Defining a slot as Web Default automatically reserves the
slot(s) for web use (ie Vision Online Appointments) when added to a session.
Each time the session is extended the slots are automatically created and
marked Reserve for Web. Slots used for Online Appointments display the

slot type warning message to the patient when booking the appointment. See
Reserving Slots.

A default Slot Type can be selected in Maintenance - System Constants — Defaults -

System Constants (page 33) - Defaults for slot type, session type, booking and
cancellation.
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i, 5lot Type Definitions

Descrption
24 haur anly
Bnnual Review
nkenatal

B ook on the Day
CHS

Diabetic: Clinic

E rmergency
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Days Prior
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Warmning Message

Can only be booked on the day or the day before
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DIABETIC CLIMIC OMLY
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Cloze
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Create a Slot Type
1. Click on Plan - Slot Type.
2. To add a new Slot Type, click on Add.

%, Add Slot Type %]

Description |

Wwarming Mezzage

Mumber of days that zlot can be
booked prior to appointment date |
Colour —
Mon-Bookable [

Mon-Yiewable [
Web Default [

LCancel

3. Enter the following details:

Description - Type in a description, for example, Urgent only, Emergency,
Bloods only, Branch Surgery, Maternity Booking only.

Warning Message - Press Tab to move to Warning Message, or click within
this. Type in a suitable reason, for example: Book only night before or on the
day. This message is displayed whenever the slot is selected outside of the
required time range. This message is also displayed online if the slot type is
used for Online Appointments, the text can be configured for online use. See
Control Panel - VOS Configuration help.

Number of days that slot can be booked prior to the appointment
date: Define when the receptionist can use this appointment slot.

If only on the day of the appointment, leave as zero. If 24 hours before, change
to 1. If a week, 7.

You can also leave the Number of days prior field blank - this forces the
message to be displayed if the slot is selected, regardless of when it is selected,
ie the message will be displayed at all times.

Otherwise the message will no longer be displayed once the cut-off date is
reached (e.g. if this is set to 2, the message will be displayed if the slot is
booked three or more days in advance, but will no longer appear if booked on
the day, one day ahead or two days ahead.

Colour - To assign a colour to this Slot Type for the appointment page, click on
the colour window to display a palette of colours. Click on the colour you want
to use and click on OK. Make sure the colour is unique. Slots will be displayed
in Appointment Books in the colour selected.
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B azic colors:

M [ NN
Bl NN
HEENEENNEN
HENEEEENEE
AEEEEEEEN

Custom colors:

BB § |
A A B R B B B

Drefine Cugtom Colors » >

k. | Cancel |

Non-Bookable -Tick the box to make the slot type non-bookable, this
enables you to display the slot in the appointment book, but the slot cannot be
booked.

Non-Viewable - Tick the box to make the slot type non-viewable, the slot can
then only be viewed from Vision Appointments, Consultation Manager, Mail
Manager, and 3rd party applications, but are not displayed in VOS (Online).
When booked at the practice, Non-viewable slots do not generate confirmation
emails/sms to VOS registered patients.

Note - All slot types apart from 'Non-Viewable', when booked, send
confirmation email/sms to VOS registered patients - whether booked at
the practice or online by the patient.

Note - Practices using Appointments for internal messages should
ensure that the slots used are Non-Viewable. These slots are then
viewable throughout Vision and 3rd part applications, but cannot be
seen by the patient in VOS.

Web Default - Tick to make the slot type Web Default, when added to a
session and extended, this marks the slot type as Reserved for Web, it is
then displayed online for patients to book.

4. Click on Close, or Add to add another slot type.
The list automatically sorts into alphabetical order.
To edit a Slot Type, click on that line, then click on Edit.

To delete a slot Type, click on that line, then click on Delete.
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. Add Slot Type

Description |Emergency

Warning Message (Bogk only on the day

Mumber of days that slot can be
booked pnior to appointment date 28

Colour I

(1] 4 Cancel

When using Vision Online Appointments you are required to mark available slots as
Reserved for Web. For further details see Vision Online Appointments - Reserving
Slots

Session Type

Before defining a new session, you need to define a list of session types. For example:
e MORNING SURGERY
e AFTERNOON SURGERY
e EVENING SURGERY
e MORNING VISITS
e AFTERNOON VISITS
e NON-CLINICAL

The exact setup of session types is down to the individual practice, but session types
have the following characteristics:

e They are searchable, ie you can search for all morning visits.
e They are not time specific

e They are separated into clinical (with slots where patient hames can be
entered); and non-clinical (without slots)

At this stage, no other details are assigned to a session type, ie no GP, time,
appointment slots, days of week. Further examples are given in "New Session (page
66)".

A default Session Type can be selected in Maintenance - System Constants - Defaults
- System Constants (page 33) - Defaults for slot type, session type, booking and
cancellation.

1. Click on Plan - Session Type.
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| Session Types

Description Seszion Type

i drnin M an-Clinical .
i fternoon Sungen Clinical i
A fternoom Yisits Clinizal

B rtenatal Clinical

Evening Surgerny Clinical

Lunch Man-Clinical 1
karning Surgeny Clinizal

M on-Clinical M an-Clinical W

Cloze

. Add Session Type

Dezcription |Mormning Surgery
Clinical v
(1] 4 Cancel
Add Cloze

3. Description - Type in a session type description. This could be as simple as:
e GMS - Clinical
e BREAK - Non-clinical
or more comprehensive as:
e Morning surgery
e Afternoon surgery
e Evening surgery
e Ante-natal clinic
e House Calls
e Practice Nurses
e Smear Clinic

4. Clinical is selected if this box is checked. A clinical session type means that
patients can be selected from the patient register and booked into this session,
eg morning surgery, house calls. If left unchecked, then the session type is
Non-clinical, ie, it is not patient related, and patients cannot be selected for
the session. Examples might be the practice meeting, a trainee tutorial.

5. Click on OK.
The list automatically sorts into alphabetical order.

If you want to amend a description or its clinical status, click on the line, then click on
Edit, make the amendment, and click OK.
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To delete a Session Type, click on it to highlight it, then on Delete. Confirm the
deletion.

For advice on Session Type for Vision Online Appointments, See Vision Online
Appointments - Session Setup.

New Session

What are sessions?

A session is a definition of a period of time - for example, 120 minutes - which
describes an appointment book session, and also includes the way appointment slots
within that session are arranged, for example, in ten minute slots.

For example:
Owner : Dr A Session Type: Surgery
Duration: 120 minutes Start Time: 0900.
Sessions can be used by any owner on any day and can start at any time.

If all your GPs use the same pattern for a surgery, ie always two hours with
seven appointments per hour, then you can use the same session for all the
GPs, eg morning surgery, clinical.

Individual sessions should be re-used as often as possible throughout the system
where their pattern is the same (to avoid the Session List being too long). Unused or
duplicated sessions should be deleted.

When a new session has been added, it is not associated with any particular day until
it is added later to a Personal Plan (page 88) or Day Plan (page 93) from a Session
List.
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Adding a session

1.

First define what types of sessions there are in Plan - Session Type (see
"Session Type (page 64)"), eg a clinical session called surgery.

2. Next, specify the sessions from Plan - New Session.

When making entries, press Tab to move to the next field, Shift-Tab to go back.
Work through the practice creating all the sessions required.

5. Define Session

Tywe | =l =
Cancel
Owner | j

Dezcnption ||

Default Start l—

Duration I— mins.

Slotz Per Hour l—Ll

Active [w

Colour s

Text Colour + White " Black

Figure 11: Plan - New Session

For example:

Owner: Dr A. Type: Morning surgery, Duration: 120 minutes starting at Default
Start: 0900. 12 slots per hour.

Dr A - Evening surgery, 90 minutes, starting at 1700. 6 slots per hour

Dr A - House calls, 180 minutes, starting at 1200

Open (no fixed appointments), eg Visits

Dr B - Morning surgery, 150 minutes, starting at 0830. 8 slots per hour

Dr B - Afternoon clinic, 60 minutes, starting at 1330. 4 slots per hour

Type, Owner, Description, Default Start, Duration

Type: Click on 3 and choose from the list of Session Types you have already

created in Plan - Session Type (see "Session Type (page 64)"), for example,
morning surgery.

Owner: Click on 3 and choose from the list of Owners already entered (see
Maintenance - Books), for example, Dr Smith, or Health Visitors, or Treatment
Room (see Maintenance — Book Owners (page 45).

Description: Enter a description of this new session which will be used when
listing the sessions later in the Session List, for example, Dr Smith AM surgery
for one GP's morning surgery, Nurses AM surgery, Ante-Natal Clinic.
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10.

11.

12.

13.

Default Start: Enter the time this session will usually begin. Use the 24 hours
clock, in any of the following time formats: 14:00 1400 14.00 14/00.

Duration: Enter in minutes the time the surgery usually lasts. Appointment

slots will be distributed within this duration. A session can be kept to a strict

time, for example, 9 am to 11 am, enter 120 minutes. Appointments will then
be allocated up to but not including 11 am. If emergency appointments are

needed, you can then insert appointment slots as and when required.

Slots per hour - Click on 3 and select the number of appointment slots
there should be per hour. For example, 6 slots per hour would mean six
10-minute appointments. For more help with this, see S/ots Per Hour (page
70). When you enter a figure in Slots per hour, the Distribute Slots button is
enabled.

You can optionally choose a colour for your session header. Click on the colour
bar to display a palette and select a colour.

There is a choice of Black or White for the Text Colour. This is the text that
appears on the session header. The choice of text colour depends on whether
a light or dark session header colour has been chosen. For example, black text
shows up better against a yellow session header.

Active is selected, by default, and assumes that this format of session is
currently in use.

oo R ]

Bazic colors: 0K
Il Id 1 0 = —
Hl TECENN ] ~onee
HEENENEESEN

EEEEEEEE
4 8 0 0 B0 OB

mins.
Custom colors:

ittt 1 | A
EEEEEEEN

k. | Cancel | : L
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14.

15.
16.

17.

. Define Session

L= | Morning Surgery Clinical = | e
o Cancel
wner
A DEMOD -
| J Distribute Slots

Dezcnption |Dr A D am surgery

Default Start 08:45

Duration 120 mins.

Slotz Per Hour lm

Active v

Colour —
Text Colour f+ White " Black

Travel Clinic - This option is for use with Online Appointments. Tick the box to
create a travel clinic session, add a message to the VOS Message box which is
displayed to patients online. When used online it prompts the patient to select
a country(s) they are visiting from a list, which is then added to the booking
information (comments) and can be viewed in Vision.

You can either click on Distribute Slots or click on OK:

If you click on Distribute Slots (page 71) (if the session is marked as clinical),
you can define how the appointment slots and blanks are arranged during the
session, either automatically or customised. For both clinical and non-clinical
sessions, you can determine the slot types and their distribution, for example,
you may want to keep the last two appointment slots of the session as a slot
type called "Book on the day only" (see S/ot Distribution (page 71) and
Customise your own appointment slots (page 75)). This means even Open
Sessions can have slot types (eg, Flu Clinic), though in this case the whole
session has the same slot type (see Open clinic bookings, house calls (page
77)).

Or, if you click on OK without distributing the slots first, a message will be
displayed: You have not created slot distributions for this session. If you
continue then a default blank slot distribution will be created for you. Do you
wish to continue? Yes/No. Answer Yes for this session to have blank
appointments evenly distributed throughout the duration, and also if you do
not want to assign any of the slots to a particular slot type. Answer No if you
would like to arrange your own blanks and slot types. Then click on Distribute
Slots (page 71).
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Type |Huming Surgery Clinical j OK

Cancel

Owner
A DEMO -
| J Distribute Slots

Default Start i Yau hgve nqt created slak -:I_istril:uutiu:uns

L for this session, IF wou continue then
Duration a defaulk blark slok distribution will

be created For wou,

Slots Per Hour Do ol wish ko continue?
Achive Yes Mo
Colour T
Text Colour i« ‘White i~ Black

18.Finally, click on OK.
See also: Slots Per Hour (page 70)
Slot Distribution (page 71)
Distribute Slots (page 71)

Customise your own appointment slots (page 75)

Slots Per Hour

For any session type marked as clinical (ie with booked patients), you need to work
out how each appointment is timed by the number of slots per hour. Non-clinical
session types by definition do not have appointment slots.

An alternative is to use open slots where a clinical session has no fixed appointments
but patients can be booked into it, for example, house call session, open clinic (see
Open clinical bookings, house calls in the Making Appointments section).

Note - the number of slots allowed in any one session is unlimited.

1. From the Define Session screen, first follow the steps in Adding a session (page
66).
I |
2. In Slots per Hour, click on and choose from the list:

Open = no fixed appointments (eg house calls, baby clinics, emergencies) (see

)

1 slot per hour = 1 hour appointment;

2 slots per hour = 2 x 30 minute appointments
3 slots per hour = 3 x 20 minute appointments
4 slots per hour = 4 x 15 minute appointments
5 slots per hour = 5 x 12 minute appointments

6 slots per hour = 6 x 10 minute appointments
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7 slots per hour = 7 x 8.5 minute appointments
8 slots per hour = 8 x 7.5 minute appointments
9 slots per hour = 9 x 6.5 minute appointments
10 slots per hour = 10 x 6 minute appointments
11 slots per hour = 11 5.5 minute appointments
12 slots per hour = 12 x 5 minute appointments
15 slots per hour = 15 x 4 minute appointments
20 slots per hour = 20 x 3 minute appointments
30 slots per hour = 30 x 2 minute appointments

60 slots per hour = 60 x 1 minute appointments

Note - any number other than 1, 2, 3, 6 or 12 slot(s) per hour, will
result in blank slots which must be distributed throughout the session.
This can be done from Distribute Slots.

3. Once a figure has been entered in Slots per Hour, click on the Distribute Slots
button. Proceed to "S/ot Distribution (page 71)"- to insert slot types other
than the normal ones, eg to insert emergency slots. Blank slots will also be
distributed where the number of appointments per hour does not fit exactly
into 60 minutes.

4. Return to Adding a session (page 66).
See also: Slot Distribution (page 71)
Distribute Slots (page 71)

Customise your own appointment slots (page 75)
Slot Distribution

Distribute Slots

If you have selected slots per hour equal to 5, 7, 8, 9, or 11 for your new session, then
the number of appointments will not fit into 60 minutes unless some blank slots are
distributed throughout the session. This can be done from Distribute Slots. You can

also allocate some slots to special slot types, such as emergencies only.

1. On the Define Sessions screen, first follow the steps in "Adding a session (page
66)"-.

2. You can then click on Distribute Slots before clicking on OK. This shows the
Slot Distribution screen. Here you can arrange the appointment time slots
you have chosen in Slots Per Hour (page 70) evenly throughout this session,
depending on the number of appointments per hour, from the default Start
Time. Some blanks may be inserted as well. You can also add any special Slot
types (for example, appointments kept for emergencies) and mark where the
blank slots are (catch up time should be allowed).
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i. Slot Distribution

Slot T
Timne Type - el

0545 |Normal -l
06:50]
06:55

09:00 Duration 20

03:.05
i Slotz Per

o o -
' Outstandin

gg;g Blanksz ? IB—

10 |03:30

11 |oas ..... Riancs

= g e

13 |03:45 Custom

14 |03:50 -

15 |03:55

16 [10:00

17 |[10:05

18 [10:10

19 [10:15

20 [10:20

21 10:25 - Ean-::el

1| a8

3. Choose either Arrange or Custom:

00 |- o O [ [l P [ —

(¥

Ok

Arrange redisplays a session to show the slots in the required pattern with
automatic allocation of blanks arranged evenly throughout the session.

Custom expands the screen to five minute appointment times and lets you
mark your own blank appointment slots (see Customise your own appointment
slots (page 75)).

4. Click on_Arrange so the system will work out the blanks for you.

5. A message is displayed: If you choose to auto arrange your slot distribution,
any existing distributions will be lost. Do you wish to continue? Yes/No.
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Time

Slot Type
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om

[
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Cancel

6. Answer Yes. The appointment slots are then evenly distributed with blanks.

. Slot Distribution

Tirne

Slot Type
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05:40
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10:25

Blank,

Blank,

Blank,

Blank,

Blank,

Blank,

Blank,

| Mormal

Duration

Slotz Per
Hour

Blanks

Outstanding

i

[

Custom

0Ok

LCancel

7. Slot Type - You can also allocate one or more slots as special slot types, for
example, emergency appointments only. Slot types must already have been
defined in Plan - S/ot Type (page 59).
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Note - Even Open Sessions can have slot types, though the whole
session has the same slot type. For example, an open session could
have a slot type of Emergency, or Visits. As the initial slot is booked, a
new slot is inserted immediately afterwards. As each slot is booked,
another one is added with five minutes intervals.

8. On the Slot Distribution screen, click on the selection arrow |E| in Slot Type

at the top right to display the options and select an option. Move your cursor
over to the list of appointment slots on the left-hand side. The cursor changes
to a thick white cross. Then just click on each appointment time you want to

define as this special slot type, for example, the last appointment of the session
if it is an emergency slot. The time slot will be updated in the colour defined for
the special slot type and the description of the slot type will be displayed.

9. You can select another Slot Type and again, click on each timeslot where this is

needed.

. 5lot Distribution

Slot T
Time| Type - L

4 109.00 | Book on the Day -
5 |0%05

£ (0310 Blank
i

=

0915 Duration 120

09:20
: Slots Per -
E DHIEE Blank HDI.II m
10 |09:30 ) .
11 |03:35 utztanding 3
12 |0%:40  Blank Blanks
12 |09:45
14 |09:50 Arange
15 |09:55  Blank | affange |
16 |[10:00 Custom
17 [10:05 s
18 [10:10  Blank

20 BookontheDay |
21 |10:25  Elank

22 [10:30  Emergency Ok
23 [10:35  Emergency =
24 |10:40  Elank

-
4| an

Figure 12: Allocating Slot Types to a session

Cancel

10.Duration and Slots/hour were entered on the previous Define Session
screen and can be altered here. You can then re-click on Arrange to redistribute
the blank appointments.

11.0utstanding Blanks - Note - the Outstanding Blanks field is only for
information. It displays the number of blank slots that need to be assigned in
order to meet the slots/hour required. The actual number can be more or less
than the outstanding if required.

12. Blanks are evenly distributed throughout an appointment session depending
on the number of slots per hour.

For example, a session with six slots per hour, ie ten minute appointments, will
have appointments at 00.10, 00.20, 00.30, 00.40 and 00.50.
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If the Appointments screen is customised to show appointment times at five
minute intervals, blanks will be put against appointments at 00.05, 00.15,
00.25, 00.35, 00.45, and 00.55 so these cannot be booked.

Note - you can choose whether blanks slots are displayed on
appointment books in Optimisation - Generate blank slots, System
Constants, Maintenance.

i There are not enough blanks set up,
Lo wou wish to continue?

Yes Mo |

13.You may see a message: There are not enough blanks set up. Do you wish to
continue? Answer Yes or No.

e If you answer No, the Slot Distribution screen remains. Change the Slot
Type to Blank, and click on each appointment time you want blank.

e If you answer Yes, the appointment slots will be distributed with the
same number of blanks as you originally inserted.

14.Click OK to return to the Define Session screen (see Adding a session (page
66)).

See also: Slots Per Hour (page 70)

Customise your own appointment slots (page 75)

Customise your own appointment slots

On the Distribute Slots (page 71) screen, you can use Custom and distribute your own
blanks, rather than Arrange which automatically and evenly distributes the blanks.

1. Click on Custom.

2. You will be reminded first that any existing slot distribution will be lost: If you
choose to customise your slot distribution, any existing distributions will be
lost. Do you wish to continue? Yes/No.. Answer Yes. This means any special
Slot Types (blanks, emergencies) you have put in will be lost.

& If vwou choose to customise

" l) walr slok distribukion any
existing distributions will be losk,
Do wou wish bo conkinue?

Yes Mo

The appointments are expanded to five minute appointment times.

3. Make sure that Slot Type is selected as Blank. If not, change the selection.
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4,

6.

i. Slot Distribution

Slot T
Time| Type - el

16:00 | Blank |
1E:05
1610
1615 Blank Duration IT
1E:20
16:25 piots Per 15
1830 Outstanding

16:35 Blank R

3 |15:40 Blanks S
10 [1E:45
11_[1E:50 Amange
12 |16:55 Blank —
13 [17:.00 Custom

14 [17:05 -
15 (1710

16 |1715 Blark
17 _[17:20

18 [17:25

13 [17:30

20 |17:35 [Blark
21 |17:40

-
4 v

Figure 13: Distribute Slots - using Custom and inserting blanks

Lem B e (e y ) S (R S ]

Ok

Cancel

As you move the cursor over the left-hand appointment slots list, the cursor
has changed to a thick, white cross. Just click on each of the appointment slots
where you want blanks to occur. For example, in a session with eight slots per
hour for 7.5 minute appointments, blank out every third appointment time on
a screen expanded to five minute intervals.

Note - If you make a mistake while marking the appointment blanks,
click on Custom to clear and start again.

Decide whether to include any other special slot types. Select a Slot type, eg,
emergencies, and move the cursor to the appointments list and just click in the
slots where you want emergencies marked.

Warning [%|

i There are not enough blanks set up.
Do ol wish ko conkinue?

Yes Mo |

You may see a message: There are not enough blanks set up. Do you wish to
continue? Answer Yes or No.

If you answer No, the Slot Distribution screen remains. Change the Slot Type to
Blank, and click on each appointment time you want blank.

If you answer Yes, the appointment slots will be distributed with the same
number of blanks as you originally inserted.
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7. Click on OK when finished to return to the Define Session screen (see Adding a
session (page 66)).

See also: Slots Per Hour (page 70)
Slot Distribution (page 71)
Distribute Slots (page 71)

Open clinic bookings, house calls

You can book patients into open clinics, or house call lists, without specific
appointment times. House calls are best set up in Session Type, Plan, as House Calls
or Visits and marked as clinical (clinical sessions can have patients; non-clinical have
no patient names).

When adding a new session for each owner (GP) in New Session, Plan, use the option
of open in Slots per Hour as there will be no booked appointments.

For example, to set up a flu clinic which is only to be run for two sessions in one week
of the year:

1. First Plan - Session type - Flu Clinic, clinical
2. Next in Plan - New Session:
e Select a clinical Type
e Select an owner (perhaps the practice nurse)
e Description - eg, Flu clinic
e Putin a start time and duration
e In Slots per Hour, choose Open.
e Choose a colour (optional)

e Click on Distribute Slots and allocate a Slot Type, eg Emergencies,
Visits.

¢« OK
3. File - Open - Display the Personal Plan for the owner (for example, the
practice nurse).
4. Click on the Session List icon 0O and drag the Flu Clinic to the required
weekday slot.
5. Click on OK to save the plan, or save as a new plan (Plan — Save As), eg FLU.
6. Click on OK to close the Personal Plan.

7. If you have saved a new plan, go to Books - Planner. If you have just
modified the Master Plan, skip to step 11 to Modify Books.

8. On the Planner screen, select the owner (eg, the nurse) to display the
appointment weeks.

9. Select the saved plan from Plan then click on the weeks which apply. For
instance, if the Flu Clinic is only run twice a year, mark the week(s) where the
flu plan applies. The Planner should now include Master where you have not
clicked, and the saved plan where you have.

10.Click on OK.

11.Run Modify Books for the owner(s) whose planner you have just altered.
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12.Book patients into the clinic from either Book or Reception as usual, double
clicking on the next appointment slot within the session. Select the patient, and
display the Appointment Booking screen. Click OK.

The resulting session only has one slot, but as this slot is booked, a new slot is
inserted immediately afterwards. As each slot is booked, another one is added
with five minute intervals.

13.0n the day, pull the notes, double clicking in the Notes column to enter
"pulled".

14.0nce the patient list is complete, print an Appointment list, by first clicking
within the session, then select File = Print — Appointment List.

. Define Session

Type | Afternoon Visits Clinical - | OK
1] Cancel
wner
A DEMO -
| = Distribute Slots

Description |'1|F'isits

Default Start 12:00

Duration 120 mins.

Slots Per Hour m

Active [

Colour I

Text Colour i+ White " Black

Figure 14: Open session for visits
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Edit Session

Plan - Edit Session will allow you to update or inactivate a session. (To remind you
what a session is, refer to "New Session (page 66)").

There are two ways to edit a session - either from Plan - Edit Session, or directly from
either a Day Plan or Personal Plan.

Note - when listing sessions to edit, only sessions that are available for editing are
listed, ie those that have not yet been used in a plan.

Note - If a session is already in use in a plan, you may edit, but must
run Modify Books (page 113) afterwards so the change takes effect.

Either edit a session directly from a Day or Personal Plan

1. First display the Day Plan or Personal Plan and double click on the session to

be edited:
Wy Dulii Park Madical Centrn - Yinlun Appslotmunis - 9]
w20k O e e e ) @[ Dy P
[ Mon | Tue | Wod | thw | _F | Sot | swn |
1
4 DEM) IRAEME MACODNALD ALSON CO0L [ EDNAFROSTY =
AM SURGERY MM SURGERY M SURGERY AN SURGERY
1100:1230 09001200 w00-10% 0300-10:30
Open umg ANTENATAL AM SURGESY AN SURSERY
123014 1200 1400 "W 12 1001230
P SURGERY EVE SURGERY P SURGESY Dpen tupsy
14001700 v 13m0 4007 1230.1400

M§ Or:Col
10160

Confirm Deladls

AM SURGERY

EVE SURG BG

1330. 2030 -
188 mns.
Session Stait Time
(=]
[
af | »
l oot o | [ ] 0w |

2. Then click on the Edit Session button to display the Define Session screen.
3. Go to step 5 below.
Or edit a session from Plan - Edit Session:

4. From the Plan menu, select Edit Session to display the Select a session to
edit screen.

5. Click to select the session to be edited from the list of clinical sessions for all
Owners.

6. You can limit the list by:

*
Owner - If you want to display one Owner's sessions, click on J to display a
list of all Owners and select.
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Clinical or Non-Clinical - If you want to display a list of non-clinical sessions,
click in Non-Clinical.

Active or Inactive - Inactive sessions can be displayed as well as those that
are active. If so, check the box Include inactive sessions.

. Select a session to edit @

Description Dur. 5PH
i fternoon house call G0 1] ”
&k SURG - BG 150 G
Ak SURG - JE. 150 G
Ak SURG -w'P 150 G
anm surgery 120 B
b SLRGEEY an i ¥
Type
* Clinical " Non-Clinical
Owner
7 | =l
[ Include Inactive Seszions

Figure 15: Plan - Edit Session - Select the session
7. Click OK.
Inactivate the session

8. You can inactivate sessions rather than deleting them. Click to highlight the
session, then click on the Inactivate button. It will then not appear on the
Session List (page 85) for selection. To reactivate a session, using Plan -Edit
Session, check the box Include Inactive Sessions, highlight the inactive session
and click on Activate.

Editing the Session

9. Ifyou are editing, and editing is permitted, you may amend the same fields as
when adding a new session (see "New Session (page 66)"). The Define
Session screen is displayed.

10.You may also edit the distribution of the appointment slots, and add further slot
types (see "Slots Per Hour (page 70)"- and "Slot Distribution (page 71)").




&, Define Session

Type | Morning Surgery Clinical -]

Cancel

Owner | j

Distribute Slots

Description [AM SURG - JK

Default Start |I]EI:I]I]
Duration 150 mins.
Slots Per Hour |E -
Achive [w
Colour —
Text Colour i« ‘White i~ Black
11.Click on OK.
Vision Appointments [Z|

You have edited a Session that is in use in a Plan,
These changes will only be applied to existing books iF
Maodify Books is run,

You have edited a Session that is in use in a Plan. These changes will only be

applied to existing books if Modify Books is run.

You will reminded to run Modify Books (page 113) if the edited session is in

use on a plan, in order for the amendment to take effect. If this results in
booked appointments being removed, they will be placed on the Clip Note.

Note - if you want to create a new session which is similar to an
existing one, copy the session (see "Copy Session (page 81)"), calling
it another name, make the amendments required, then include it in the

Personal Plan for a GP, removing the old session.

Refer also to Insert Session into Appointment Book (Making Appointments section).
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Copy Session

You may have a common pattern for some surgeries or clinics. In this case re-use an
existing session. If the duration or slots/hour are slightly different, you can copy the
session and make any small changes that are required. The owner of the session you
copy is not important.

1. Select Plan - Copy Session.

| Select a session to copy

Descnption Dur. SPH
fternoon house call G0 1] A
Ak SURG - BG 150 B
Ak SURGERY a0 7
ik SURGERY 180 7
ik SURGERY OM CalLl 120 G
NTEMATA] Al 12 w
Type
&+ Clinical " Mon-Clinical

Owner

Al | & DEMO [~
[ Include Inactive Sessions

| | _, ......... E IDSE ..........

2. This displays a list of clinical sessions for all Owners. If you want to display a
list of non-clinical sessions, click in Non-Clinical.

3. To display all Owners' sessions, check the All box under Owner. Otherwise
select one owner from the list on the same line as the All box. You can also
choose to include inactive sessions in the displayed list by checking the
Include Inactive Sessions box.

4. Next, click on the session to be copied and click OK. This displays a screen
similar to the New Session screen. The Type of session is displayed by
default, depending on the session to be copied, but you may alter it by clicking

on =l and selecting another session type.
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&, Define Session

Type |Morning Surgery Clinical = | OK
o Cancel
wWner
| J Distribute Slots

Description [AM SURG - JK

Default Start Iﬁ

Duration 150 mins.

Slots Per Hour m

Achive v

Colour —
Text Colour f« White " Black

5. Next click on Owners, and select with which owner this copied session will be
associated.

6. In Description, type a descriptive name for the copied session.
7. Click on OK. The Define Session screen is displayed.

8. Work through the remaining fields - Default Start, Duration, Slots per House,
Colour - making any adjustments needed for the difference between the
original and the copied session (see "New Session (page 66)").

9. Using Distribute Slots, you need also to determine the distribution of the
appointment slots as they will appear on the appointment page (see "Slots Per
Hour (page 70)" and "Slot Distribution (page 71)").

10.Click OK.
Inactivate the session

You can inactivate sessions rather than deleting them. Select either Plan - Copy
Session or display the Day Plan or Personal Plan and double click on the session to
be edited. Click to highlight the session, then click on the Inactivate button. It will
then not appear on the Session List (page 85) for selection. To reactivate a session,
using Plan -Edit Session, check the box Include Inactive Sessions, highlight the
inactive session and click on Activate.

83



Delete Session

Sessions that are not in use can be deleted using Plan - Delete Session.
1. Select Plan - Delete Session.

s, Select a session to delete

Description Dur. SPH
A ELngery 120 G S
Dir & D am surgeny 120 a
Dir ASmith's pm 120 12
bl orring Surgemn-Late a0 7
P WISITS -BG 120 4
Phd WISITS -k 120 4 b’
Type

i+ Clinical " Non-Clinical
Owner
v | =l
¥ Include Inactive Sessions

| | ,. ......... E IDSE ..........

2. This displays a list of unused clinical sessions for all Owners. If you want to
display a list of non-clinical sessions, click in Non-Clinical.

3. To display all Owners' sessions, check the All box under Owner. Otherwise
select one owner from the list on the same line as the All box. You can also
choose to include inactive sessions in the displayed list by checking the
Include Inactive Sessions box.

4. Next, click to highlight the session(s) to be deleted (Control-click for more than
one selection). (Clicking on a highlighted session will de-select it).

5. Click on Delete. If more than one session is selected, you will need to confirm
each deletion.

Confirm Session Delete

Description \PM VISITS - JK
Default Start 14:30:00
Duration 120 mins.

Slotz Per Hour 4

You can also inactivate sessions rather than deleting them. These will not then appear
on a selection list of sessions. To reactivate a session, use Edit Session, highlight it

and click on Activate. This will get rid of instances where multiple sessions have been
set up but not used.
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When a session is deleted from Reception View which contains booked appointments,
the Clip Note will open automatically and display the appointments from the deleted
session. These appointments can then be dragged and dropped on a new available
appointment slot.

Note - If you double click on a patient’s name in the Clip Note, you will
be able to see the time and date of the original appointment booking.

Sessi

on List

When you are in either Personal Plan or Day Plan, use Session List to toggle between

display

ing and clearing the Session list.

1. To display the session list, while in either Personal Plan or Day Plan, click on

the Session List icon © , or click on Plan - Session List.

Note - you will not be able to select this option from the menu (it will be
disabled and faintly displayed) until working plans have been set up, or
unless you are in either Personal Plan or Day Plan.
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An overlying window — Add Session to Plan - has a list of all sessions
(sessions are added in "New Session (page 66)").

A session can be inserted into a day on any owner's plan by dragging from the
Session List on to a session - see "Personal Plan (page 88)" for further details
on how to do this.

A session need not be used exclusively for one owner but can be inserted, if
necessary, into another owner's Personal Plan.
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Note - you can also use the Session List to insert sessions into
Appointment Books (see Reception and Book in the Making
Appointments section).

. Customising the Session List - The Session List shows the description of

each session (see "New Session (page 66)") together with its duration and the
number of slots per hour (SPH). Choose whether to display clinical or
non-clinical sessions. You can also reduce the session list to those added in
Plan - New Session for that particular owner, by clicking on the Owner =l and
selecting the owner.

. Moving the Session List: To move the Session List, place your cursor on the

title bar of Add Session to plan, press the left mouse button and drag the
window to a new position, then release the mouse button.

. Missing session on the Session List: If you cannot find the session you

want from the Session List, first make sure that the correct session type is
entered.

. Clear the Session List: Click on the Session List icon again © , or click on

Plan - Session List.
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Weekly Appointment Plans

Plan Overview

The previous section ("Sessions and Slots Overview (page 17)") explains how to add
new sessions, (eg Dr A's morning surgery) in terms of start time, the duration and the
distribution of appointments within the sessions (eg appointments every ten
minutes).

This section is about how to create the Appointment Plans for each Owner which will
become the weekly Appointment Books.

You can work with either sort of plan - The Day Plan and the Personal Plan - and
sessions added to one will be reflected in the other. You can:

1.

N o un ok

8.

Add sessions for a normal working week for each Owner (GP or other staff or
clinic) to make a plan for a weekly appointments page (see "Personal Plan

(page 88)");
Display the Session List in order to add sessions to an appointment plan (see
"Session List (page 85)");

Save each weekly appointment plan as master plan and others (see "Save Plan
As (page 100)");

Arrange the appointment plans for future weeks (see "Planner (page 103)");
If necessary, clear plans of all sessions (see "Clear Plan (page 99)");
Plans can be deleted (see "Delete Plan (page 101)")

Display the weekly appointment plan by weekday for up to four owners at a
time (see "Day Plan (page 93)");

Print the appointment plan for each owner (see "Print Plan (page 97)").

To insert a session into a plan from the Book or Reception Views, refer to the Making
Appointments section.

You may remove a session from a displayed plan with the Remove button.
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Figure 16: Master weekly Appointment plan for a GP

Personal Plan

First refer to "Plan Overview (page 87)"-, and Personal Plans for GPs (page 21) in the
Getting Started section. This explains of the entries that need to be made before each
GP or staff appointment plan can be created.

What you are about to do in summary: @ From Personal Plan, a Monday-Friday
plan is displayed. Choose the owner (GP or staff), and add the sessions to make up
that owner's plan for a working week. This can include Saturdays and/or Sundays if
allowed for in Maintenance - System Constants (page 29).

This will create a working week of the overall activities for one person for the
appointments book. At this stage, it is not related to any dates. In order to generate
appointments from the Personal Plan, you will need as a final step to choose Books -
Extend Books (see "Extend Books (page 110)").

You can also add sessions and set up an appointment plan for a GP or staff from Day
Plan (see "Day Plan (page 93)"), which can display unlimited owners at a time for one
weekday.

]

1. Select File - Open - Personal Plan, or click on the Personal Plan icon J, or
press <F8>.

2. Choose Owners: Click on 3 in the box on the top right to display the Owners
(added in File - New) and select one GP, staff or Clinic.
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Figure 17: Personal Plan - File - Open

Master Plan: If this is the first time you are entering details for this Owner,
you will see, in the bottom left, that this plan has been titled MASTER. This will
be the first and most usual arrangement of sessions for the working week for
this Owner. See below under step 10 Further Plans about entering different
plans.

If you want to display a previously saved plan, click on the box at the bottom
left of the screen where MASTER is displayed by default. Select the saved plan
you want to view or amend.

Session List: Next click on the Session List icon © , or select Plan - Session
List. This displays a list of all sessions which have been added in "New Session
(page 66)"-.

The Session List shows the description of each session together with its
duration and the number of slots per hour (SPH). Note - the Session List will
continue to be displayed in the Plan until you click on one of the above again.

Customising the Session List: The session list shows clinical sessions for the
current owner by default. To display any non-clinical sessions, check the box.

To increase the session list to those of all owners, added in Plan - New Session,
click on All by the Owner box.

Note - it is not strictly necessary to restrict the Session List to the currently
selected owner, because you can use any session for any owner,
provided there is the required pattern of start time, duration and slots per hour
for both owners.

Moving the Session List: If you find this window Add Session to Plan is
obscuring the square you are trying to fill, place your cursor on the title bar of
Add Session to plan, press the left mouse button and drag the window to a new
position, then release the mouse button.
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11.Add a session to a weekday: Click on one of the sessions, holding the left
mouse button down, and drag the mouse to the square on the plan (the icon
changes to a suitcase). Release the mouse button at the square.

Note - you can use any owner's session from the Session List to insert
into another owner's plan, as long as the session has the pattern you
want of start time, duration, and distribution of appointment slots. If
the pattern differs, either add a new session ("New Session (page 66)")
or copy a session ("Copy Session (page 81)") and then edit.

12.A Confirm Details window is displayed so you can vary the Start Time. You

can also check the appointment slot distribution by clicking on the Edit Session
button (see "Slot Distribution (page 71)").

13.Click on View Session if you want to remind yourself how the session is set up,
eg slots per hour etc

14.Click on OK. The session will now be displayed in the plan square.
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Figure 18: Personal Plan - adding a session

15.Complete further sessions: Add further sessions for that day and other
days, by dragging from the Session List, in order to complete the week, for

example, afternoon surgery, house calls session.

16.They do not have to be added in chronological order; because the sessions will
automatically adjust themselves according to the start time. So you can drop
an earlier session on top of another, and the later session will move down a

square.
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17.You veekdays across by using the horizontal arrows 1

and at the bottom of the screen.

18.Move down the page from the morning to the afternoon using the vertical
arrows.

19.Non-clinical sessions: Remember that if you have set up non-clinical
sessions (ie those without patient appointments) such as a practice meeting,
these can be added to an appointment plan as well. Display the Session List,
then click on non-clinical to display all the non-clinical sessions. Enter a session
as described above by dragging to the appropriate square.

20.Missing session on the Session List: If you cannot find the session you
want from the Session List, first make sure that the correct session type is
entered.

21.Moving sessions: You can move a session altogether by dragging it to
another square - click on the session, holding the left mouse button down, and
drag the session (the suitcase icon) to the required square; release the mouse
button.

22.Copying sessions: Similar to moving sessions (see above), but hold the
Control key down before dragging. You can drop a session on top of one
already there and it will re-arrange itself in time order automatically.

23.Setting up new sessions/slots: While the Personal Plan is displayed, if you
have forgotten to set up a new session or session type, you can click on Plan
and carry out any of the functions: New Session, Edit Session, Copy Session,
Session Type, Slot Type (see "Sessions and Slots Overview (page 17)"). If you
find the newly added session is not displayed in the Session List, click on the
Session List icon to clear, then select Session List from its icon again to redraw

the list €.

24.Remove Session: If you want to remove a session, click on the session, then
click on the Remove button at the bottom of the screen. Are you sure you
want to remove the [session name] from the plan? Confirm the removal with
Yes (see "Remove Session (page 96)").

Vision Appointments |£|
U Are you sure you wank bo remove
o AM SURGERY QN CALL

0F:30 - 10:30 from the plan?

Yes Mo

Note - you can also remove a session from the Book or Reception View
by clicking on the session header (the green title bar with the session
name on it - when selected, it is framed in purple). Select
Appointment - Remove Session. This deletes the entire session, and
gives a warning if there are any appointments in it. The appointments
are placed on the Clip Note, and when convenient, can be dragged from
there on to a new session.

25.You will be warned if the session you are adding overlaps in time with a session
already entered, and you will not be allowed to proceed. The session you wish
to place overlaps with [session name]. Click OK to clear the message.
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Warning E|
The session vou wish to place
! averlaps with &M SURGERY
11:00-12:30

26.Clear the Session List: To clear the Add Session to Plan window, click on

the Session List icon again O , or click on Plan - Session List.

27.Accept the plan: Finally, click OK. The first plan created will by default be
saved as the Master plan (shown in the window at the bottom left of the plan).

28.Further plans, Save Plan As: You can make further plans which differ from
the Master plan for weeks where there are variations (for instance, a
fortnightly hospital session). These different plans can be saved with a
different title (see Save Plan As (page 100)). You can also plan ahead which

plans are to be used on which weeks using Planner, Books (see "Planner (page
103)").

29.Clear Plan: If you want to clear a plan of all its sessions, use Clear Plan (see
"Clear Plan (page 99)"):

30.Day Plan: You can also view the plan from File - Open - Day Plan, which shows
a Monday - Friday (or weekend) layout for unlimited owners at a time (see
"Day Plan (page 93)"-.)

31.Print Plan: Appointment plans can be printed:

32.Either by clicking on the Print button. This outlines the start and end of each of
the sessions by weekday, and shows the Slots Per Hour.

33.0r print from File - Print - Print Plan (see "Print Plan (page 97)").

34.Generate appointment slots: As a final step, generate appointment slots
after adding sessions in Personal Plan by selecting Extend Books from Books
(see "Extend Books (page 110)").
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08:30-10:00 08:30-09:20 08:30 - 0930 08:30-09:40
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15,30 - 16:10 1730 -17:40 17.30 - 17:40
WELL WOMAN TUES
P 2
16:10-17:50
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Figure 19: Sample Appointment Plan for a nurses

Day Plan

Day Plan will display appointment plans (GPs, other staff, or clinics), by weekday. You
can also add sessions to these plans in a similar way to that described in Personal Plan
(page 88) using Session List.

This aspect of the appointments books is useful if you are booking a common session
for all the GPs. For example, if you want to mark each GP as having a practice meeting
every Wednesday at 1400:

First make sure there is a Session Type (page 64) called Practice Meeting, which is
non-clinical. Display the Day Plan and select the GPs as the owners (you can select
from the views which appear in Reception View). Using the Session List; drag the
Practice Meeting session into the first GP schedule. Then copy it, using the Control key
and drag to each of the other three GPs in turn.

1. Select File - Open - Day Plan, or press <F7>.

2. First select which owners you want to display by selecting a View from the drop
down box. To change the owners you can also change owners by pointing to a
header bar at the top of one of the columns, just beneath the weekday tab. The
cursor changes to a thick, white cross. Click with the right mouse button. This
displays a list of owners. Select one by clicking on it with the left mouse
button.
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Mon T Tue T Wed T Thur T Fri T Sat T Sun

|Ductuls j
. 1 0
MICHAEL NEFTIUME FIOMNA WVEMIS CAROL |Murzes
3.00-12.30 3.00-12.30
09:00-12:30 03:00-12:30
2.30-6.00 2.30-6.00
14:30-18:00 14:30 - 18:00

You can display each day of the week by clicking on the weekday tabs, and the
selected weekday is shown in a window at the bottom left of the screen.

[ Mon | Tue | Wed | Thur | Fi | Sat | 5:]

Adding sessions - Add sessions to the Day Plan in the same way as described
in Personal Plan (see Personal Plan (page 88)

First click on the weekday tab you require, then click on the square which will
acquire the added session.

Next click on Session List icon € (or Plan - Session List). To display all
sessions, click on the All box by Owner. You can use any session
regardless of owner. The owner-specific sessions are those where a GP
wants a particular session duration, or time slots.

Delta Park Medical Contre - Vislen Appeintments

Vews Apcrtvet  Seath Plan  Bodds  Mantensede  bel

1}

[2| ©| e e e E) o Day Plan
“Mon | Tee | Wed | Thae | Fn | Se | Swm |
1
ADEMD GRAENE MACDONALD I ALISON COOL E0NA FROSTY ‘

AM SURG - BG AM SURGESY Enesgency sugey £ SURAGERY
0300. 1130 18001200 02301100 0300 103
0O pers sumgery EVE SURGERY AM SURSERY AM SUAGERY
12214 1700-1%00 101300 n-2x
P SURGERY FM SURGERY Luncriam
14001700 14001700 1300 1400
EVE SUAG -BG PM SUREERY
19302030

Add Smsion To Plan

@ - 1700

Aramoon e caf
.00 - 2200

Descriphon D SPH
L’l’f'('?‘ Pouss cal L J -~
BN SURG -BL 1%
PM SURGERY 0 7
AN SURGERY 10 7
BN SURGERY DN CALL 120 L)
SMIENATA £ 12
Type
" Chmesl Non-Chcal -
Owner \ L
M (W DEND g pree | [ 0K ] ooe |
7. Click and drag the session to the required square and release the mouse

8.

button.
Confirm the Start Time details (see Session List (page 85)).
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9. You can also move sessions by clicking and dragging them to another square.
Sessions can be copied in the same way, but first hold down the Control
button and drag the session to any of the other books in turn.

10.You will be warned if the session you are adding overlaps in time with a session
already entered, and you will not be allowed to proceed. The session you wish
to place overlaps with [session name]. Click OK to clear the message.

Warning §|

The session you wish ko place
! overlaps with AM SURGERY
11:00 - 12:30

11.Sessions can be removed by clicking on the session square, then clicking on
the Remove button. Confirm the remove by clicking on Yes.

¥ision Appointments |g|

Are you sure yau wank ta remove
- AM SURGERY OMN CALL
05:30 - 10:30 from the plan?

Yes Mo

12.Clear the Session List: To clear the Add Session to Plan window, click on
the Session List icon again O , or click on Plan - Session Ljst.
13.Click on OK to exit.

14.Generate appointment slots: As a final step, generate appointment slots
after adding sessions in Day Plan by selecting Books - Extend Books (see
"Extend Books (page 110)").
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By Onlbe Pagk Modical Contra - Wiskat Apputntmits -2

i) 2] 20212 O el e @ o e

Mon | Tun | Wed | thaw | Fi | Se | Sun |
1
ADEMD GRAEME MACDONALD ] ALSON CODL EDMA FRDSTY =
AM SURGERY AM SURGERY AM SURGEAY AM SURGERY
10:09-1230 031200 001090 00 - 10 20
Cpen supsy ANTENATAL AM SURGESY AM SURGERY
123014 1300402 nmw 23 nm. 23
FM SURGERY EVE SURGERY P SURGERY 0
1409-12.00 1700-1800 16051200 et et

FM Sugay On Cal
Y&00- 163

e _

Remove Session

You can remove a session from either a Day or Personal Plan by using the Remove
button; or from a Book or Reception View.

Remove a session from Day or Personal Plan
1. Display the plan, and click on the session to be removed so it is boldly framed.
2. Click on the Remove button.
3. Confirm with Yes that you want to remove this session.

Vision Appointments

9 Are you sure yau wank ta remove
\-\) AM SURGERY OM CALL
05:30 - 10:30 fram the plan?

Yes Mo
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Remove a session from Book or Reception View
A session can also be removed from the Book or Reception View.

1. First click on a session header - this is the green title bar above the
appointment slots and beneath the weekday tabs, eg AM SURG - XX. When
selected, it is framed in purple.

2. Then select Appointment - Remove session.

3. This deletes the entire session, but first gives a warning if there are any
appointments in it: The Session you are trying to remove contains at least one
appointment. If you continue, it will be moved to the clip note. Do you wish to
continue? Yes/No

Vision Appointments X

9D The Session you are trying ko remove contains at leask one
\":f/ appointment. IF you continue, it will be moved ko the clip note.
Do ol wish ko continue?

Yes Mo |

Any booked appointments are placed on the Clip Note, and when convenient, can be
dragged from there on to a new session.
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Print Plan

You can print the appointment plan for an owner (GP, staff, clinic) for a specific week.
First check the File - Print Set-Up, to make sure the correct Printer is selected.

1. From File - Print, select Print Plan. You can also print a plan directly from
Personal Plan by clicking on the Print button.

| -

Select Owner: Options:

o DEMD Print
ALISON COOL —
NTEMATAL
EABY CLINIC
e Pint Options |
EDNA FROSTY
FLORA ERADY Close
GRAEME MACDONALD
NURSES

OUTREACH
SATURDAY

ELL PERSON

Print Preyiew

[ Al

Select Week:

Week Start:
|1 01/09/2003 |

2. Select the Owner. Just click on one or more owners required, or check the box
All for all owners.

3. Then select which week you want to print. The date on the Monday of the week
is displayed.

4. Select whether to print (Print) or to view on-screen (Print Preview).

The report outlines the start and end of each of the sessions by weekday, and shows
the Slots Per Hour.
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. Print Preview

Print

Hext Page

Zoom Dut

Day

Tlotuday

Thae s dayr
Tiae sday
The s day
Tiae sday

Wedre oday
Wedre sday
Wedre aday
Wedrwe sday
Wedre aday

T sdayr

A DEMD Wed: ©ononendng 2306,2003
Sessiom narne Siant
AN SURG - BG 0900
Cpeth Orgery 1245
A SR GERY 11400
Cpen amwgeny” 1230
PM SURGERY 14400
EVE STTRG - B> 1230
LRI SR GERY 11400
COpeh nTgery 1230
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EVE SURGERY 17 a0
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A SR GERY 11400
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Clear Plan

If you have an appointments plan displayed for a working week (see "Personal Plan
(page 88)"), with sessions already added, you can remove all the sessions from the
plan using Plan - Clear Plan.

You will not be able to select this option from the menu (it will be disabled and faintly
displayed) until working plans have been set up.

1. Display the plan to be cleared.

2. Select Plan - Clear Plan.

3. Answer Yes to Are you sure you want to clear the plan?
4. Save the changes in Plan - Save As, then Close.

o e bt Seaih N Bals Maveliine vy

1]les| 2] 2]2)2] ©f v|§|*|gﬂa|s|;qﬂ‘g [ Peead Plan

[BORBIE LITTLE 5| |
Mty Tusdy | webew | thos | Fiidey | seasw Sundey 2
AN SURGERY AM SURGERY AMSURGERY | AMSURGERY AW SURGERY DNGALL
nm. 23 Nn0.1230 11001230 1m0 123 0830 1033
e o bissier oif et RBITR
PN SURSERY PH SURSERY PU SURGERY PMSURGERY P SLRGERY
1600- 1700 1490: 1700 1400-1700 1400- 1700 1400-1700

(WAsTER =] PimOptions| Pevew | Pt | Remawe | 0K Close
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Save Plan As
Save Plan As is used to create a non-standard or usual working week..

You will not be able to select this option from the menu (it will be disabled and faintly
displayed) until working week plans have been set up (see Weekly Appointment Plans

(page 86)).

The first appointments plan for a GP or member of staff is called the Master plan by
default. This is deemed the most usual weekly arrangement of surgeries and clinics.

If there is a variation from week to week, you can save different plans for an Owner,
giving each a different name.

1. From Personal Plan, allocate the sessions to weekdays and create the pattern
for the week you want (see "Personal Plan (page 88)").

2. Click on Plan - Save Plan As.
5 ﬂi

Owner  [BOBBIE LITTLE -

Plan Hame |

Existing Plans

Mame
MASTER

(1] 4 Cloze

3. Enter a name for the plan which describes the variation in pattern for this
owner's appointment week.

Click on OK.

5. Then, from Books - Planner, (see "Planner (page 103)"), you can determine
which plan is to be used on which week.

»

6. Alternatively, from Personal Plan, you can display one or other plan from the
window in the bottom left of the screen.
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Delete Plan

If you have saved a plan using Save Plan As, and it is unused, the plan can be deleted
using the Plan - Delete Plan option.

1. Select Plan - Delete Plan.
2. If there are no saved plans to delete, you will see a message:

3. There are no unused Personal plans to delete. If you wish to delete a Plan you
must first remove it from the Time Planner.

4. You are trying to delete a Master plan, rather than a saved plan.

VISION Appointments B4

There are no unuzed Personal Plans to delete. [F pou wish to
delete a Plan pou muszt firzt remove it friom the Time Flanner.

5. When the list of plans is displayed, click on the plan which is to be deleted, to
highlight it. To select more than one plan, hold the Control key down, and then

click on each.

Select Plan To Delete

Plan M ame Owner
DaY0OFF BETH
DaAY0OFF WLL
DaY0OFF JACE.
eeks DEMO

6. Click on Delete.
7. Confirm the deletion with Yes.

Plan Hame Owner

D&y OFF BETH
D&y0
D&YOE VMision Appointments
el

? |y Confirm you wish to delete the plan DaYOFF
“-'Qj For awner JACK

Yes Mo
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Books Menu

Books overview
The options from the Books menu are:

e Planner (page 103) - Define the working week plans for the next 52 weeks. The
main plan is called the Master plan, with the usual pattern of surgeries
throughout the year.

e FEvents (page 104) - Define Holidays, meetings, etc for any number of owners.

e Extend Books (page 110) - Generate appointment slots for the next few
weeks ahead. You have to extend books regularly to create the appointment
slots.

e Undo Books (page 112) - Delete time slots from existing books.

e Modify Books (page 113) - Run this whenever there is a change to a plan in
order for the changes to take effect. Changes the slot pattern (change
sessions) on existing books.

Planner

Planner defines the working week plans for the next 52 weeks.

When setting up the appointments plan for each GP or staff member, the first plan for
a working week is created and called the Master plan. This will be the most usual
pattern of surgeries throughout a week for a particular owner.

If you are only using the "master" plan, then the Planner will use this automatically
and you do not need to use Planner.

For example, the master plan for Dr A has a morning surgery every day from
0900 to 1100 from Monday to Friday; an afternoon surgery from 1600 to 1800
on Monday, Tuesday and Wednesday; and house calls every lunch time from
1200 to 1400. There is a practice meeting every Thursday from 1430 to 1530.

Any variations week by week can be saved with a different plan name (see "Save Plan
As (page 100)").

For example, a GP may do a hospital session every other week, and so may
have two plans - one with the hospital session and one without.

From Planner, you can then determine which plan is to be used on which week.

Planner displays fifty-two weeks of the year. The week it starts from is the week
following the current block of appointments.

For example, if you have chosen to display the next twelve weeks of an
appointments book in Maintenance - System Constants (page 29), then
Planner will start with the first date beyond that twelve weeks.

1. Select Books - Planner to display the Time Planner screen.

2. Select the Owner.
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. Time Planner.

Owner
Wirrk D ate | Flan -
o5 |23/06/2003  MASTER |BOBBIE LITTLE =l
26 |30/06/2003  on cal i =
27 |07/07/2003  MASTER
28 |14/07/2003 o call lon call -
29 |21/07/2003  MASTER i
30 |28/07/2003 o cal Selection
1 |04/08/2003  MASTER
32 |11/08/2003 o cal 4
33 |18/08/2003  MASTER every [ Weekis)
34 |25/08/2003 o cal
35 |01/09/2003  MASTER
36 |08/09/2003 o cal
37 |15/09/2003  MASTER
33 |22/09/2003 o cal
39 |29/09/2003  MASTER
a0 |06A10/2003  oncal
4 |1310/2003  MASTER
42 |20/10/2003  on cal o
43 |27/10/2003  MASTER =
a4 |0311/2003  [on cal . —
J 2

Figure 20: Plan - Time Planner

3. To add a different pattern of plans, click on Plan and select the plan to be
added. By default initially, the Master plan will be applied to every week until
you make an amendment and choose another plan for selected weeks. The
cursor will have changed to a thick white cross. Then click on each of the weeks
for which the plan is used. Continue until at least the number of weeks set for
extension (see section on Edit Number of Weeks Ahead in Maintenance -
Maintenance — Book Owners (page 45)) has the correct plan distribution. You
can work as far ahead as you wish.

4. Click on the weeks where this planis to apply. You can also use the Fill option
and every (n) weeks to allocate plans evenly. Start the highlight where the
allocation of the selected plan should start and highlight as far as it should go
(click and drag on the week number to highlight several weeks). Enter the
appropriate number and click on the Fill button. Repeat for other plans if
appropriate.

5. Click on OK.

Note - what you enter in Planner is a definition. You will need to run
Extend Books (page 110) actually to change or build new appointment
books for those owners. Note also that you can update current books by
changing the Planner and running Modify Books (page 113).
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Events

Holidays, meetings and one-off events can be defined for any number of owners in
Books - Events. These can then be entered and planned into an appointments book.
They are date-related, and owner-specific, although an event can be assigned for a
number of owners. You can prevent appointments being booked during that time, or
delete the time slots altogether.

For example, you could use Events for:
e study leave
e Annual Leave
e Public Holidays
e visits by outside bodies, eg HA, patient groups etc.

From File - Print - Events List, you can print all future Special Events (see "Print Events
List (page 109)"). Events will be printed on any Appointment List.

Add an Event
1. To add a new event, click on Books - Events.

2. Click on the relevant Owner to display any previously entered Events for the
owner.

Owner

|A DEMD |

Events

0270142000 08:00 0550172000 18:00 annual leave
01/06/1998 09:00 1250671998 18:00 Holiday

3. You can click on Edit if you want to amend one of these, first highlighting it.

4. Or to add a new event, click on Add.
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. Add event PE|

Owner
Events Date Time
Stark: | |
End: | |
Description

(+ Mark zlots az unavailable

"~ Leawve zlotz available

" Delete Slots

(1] Cancel

5. Re-select an owner, or a number of owners to whom the event applies.

6. Enter a Start date and time, and an End date and time for the event. Use the
<Tab> key to move between fields. These dates can be the same date if the

event is one day only.

. The time is optional; if no time is defined, the whole day is assumed. For
instance, for a one-day symposium, repeat the same start date as the end
date, and make the end time after working hours, eg 2300.

. Either double click in the Start date window to display a calendar. Double click
on the date you want (or single click then click OK) which will insert in Start
Date. Tab across between windows. Repeat for End Date.

| Calendar P§|

4 June 2003 i

1
2 3 4 H & ¥ B
9 10 11 12 13 14 156

16 17 Z/8 19 20 21 22
23 24 25 26 27 28 29

30
s Today: 18/06/2003

9. Or click in Start date and time, pressing Tab to move to the next field, typing
in, for example, 270998 for 27th September 1998, press Tab, then type in
0900 for 9am, and enter an end date and time.

10.You have three choices:




Mark slots as unavailable is selected by default. If you do not want any
appointments booked during this Event, where it clashes with a normal surgery
or clinic for that GP or owner, use Mark slots as unavailable. This means the
slots could be re-marked as available later should the owner not make the
session after all.

Leave slots available - the session slots will be available for booking but will
produce the event header. (The slots will not be permanently deleted as
previously).

Delete slots - Choosing this option will delete the slots altogether.

11.When you print an appointments list, it shows whether slots were blocked out
by an Event. If you select Mark slots as unavailable, the printout shows the
event with the beginning and end. If you chose to leave the appointments,
each appointment blocked by the event is included on the printout with the
event details.

12.Click on OK.
The Appointment slot times appear greyed out on the Book / Reception views.

PCT MEETIMG 18:00-15:00

EVE SURG - BG
13:30
13:40

13.A warning message is shown if a user tries to add an event with the same staff,
and exactly the same start and end times as one already entered previously.

14.A warning is also given if there are appointments booked for the time of the
event: Appointments exist for this time range. You cannot create an event for
this time until the existing appointments have been moved. Click OK to this
message. You will need to remove these first - drag them on the Clip Note
temporarily, so that you can then re-schedule them later.

* 5

¥ou cannok create an event For this time

'j Appointments exist For this time range.
until the existing appoinments have been moved,

K

If appointments are not removed when initially adding the event, you can go back and
edit it later.

Delete Events

Select Books - Events, then click on each event to be delete. Click on Delete.

Public Holiday

This Public Holidays tool enables you to add public holidays to the list, then select one
or all events to add to all users. Public Holidays can be added in advance, the
appointments book is marked as unavailable when extended to include that date.

To Add Public Holiday
1. Go to Vision — Appointments - Books — Events.
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= Fvents E|
Ewvents Public Holidays
Owner | j Add
[ Al
Add | Cloze |

2. In the Public Holidays window click Add to add a new bank/national holiday.
3. Use the calendar to find the correct date, highlight and click OK to select.
4. Continue this process until you have added all the required dates.
5. To add all the listed Public Holidays, tick the All box and click Create Events.
The event Public Holiday is added to each owner’s events list.
w. Events
Ewvents Public Holidays
Owner | | 251272011 Add
2641272011 —
22/04/2011 Remove
v Al
A | [ o] Feomie

Figure 21: Events — Public Holidays

6. Alternatively, highlight only the dates you wish to add and click Create
Events.

7. Click Close to finish.
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Delete a Public Holiday

1.
2.
3.

Go to Vision — Appointments - Books — Events.
Highlight the Public Holiday(s) you want to delete.
Click Remove, the date(s) is removed from the list.

Note - To remove a public holiday from a book owner; select the book
owner, highlight the public holiday and click Delete. Repeat the
process for each owner.

Print Events List

You may print a list of Events from File - Print - Events List.

1.

2.

First check the Printer Set-Up in File - Print Setup to make sure the correct
Printer is selected.

Select File - Print - Events List.

Select Owner: Options:
ASTHMA CLINIC

Print

DAVID BURTOM
DIABETIC CLIMIC

Print Preview
EILEEM CHESHUT —_—

HasME BURMS Print Options
HOHM MCALLISTER —_—
MINOR SURGERY Close

SanDRA DUNCAN -

[ Al

Select Date Range:

Start: End:
[21/01/2008 |  [25/04/2008 |

Select the Owner, or for all owners, check the box All. You can select some
Owners by clicking on the ones you want.

Then enter a start and end date for the range of dates in which you are
interested. If you double click in the Start date window, the calendar appears
from which you can click to select a date.

Select either Print Preview (to view on-screen) or Print.
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3 (=1

Print Hext Page Zoom In Zoom Dut Cloze |

vents List from 21012008 to 25/04/2008 for DAVID BUETON

Event Start: End:

PCT Meeting 14:00 22/01/2008  16:00 22/01/2008

Extend Books

Extend Books is used to generate Appointment Slots, ie how far ahead appointments
are available for booking in each owner's appointment book. It maintains the length of
appointment books. The Appointment book extends from four weeks and up to 18
months following the current week (a week starting on a Sunday), depending on the
chosen set-up in Number of Weeks ahead set when the book was defined (see
Maintenance - Book Owners), or the Default Weeks to Extend Books: 1-80 in
System Constants (page 29).

You will need to run Extend Books after doing the following:

o Initially after setting up Personal Plans for each owner, in order to display
actual appointment slots on the Reception or Book screens. If it is not run
after setting up plans, no appointment slots will be displayed, or able to be
booked from Reception or View.

e When you are reminded with the message when you access Appointments:
Appointment book requirements have not been checked today.

e If an individual book length has been altered (No. of weeks ahead,
Maintenance - Books).

e When you have made changes to Planner, you should run Modify Books.

When extending books, slots which have been made unavailable will remain
unavailable and unaffected by the Extend Books process.

1. Select Extend Books to generate the Appointment Slots for every owner's
appointment books, if you want the appointments to be viewed and available

straightaway.

2. Select Books - Extend Books. Although you can run Extend Books while other
users are using the system, the Extend Books process will take longer, and
others may find the system is slowed.

3. You will be reminded that no other screens should be open while Extend Books
is run. You cannot extend books unless all forms have been closed. Do you
want all forms to be closed? Yes/No.
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Vision Appointments

¥ | oucannot extend books unless all forms have been closed.
‘{f) Do vyou want all forms to be closed?

Yes Mo

4. Once the Extend Books screen is displayed, against each owner is their Alias,

their book length as defined in Number of weeks ahead, and the date of the
latest appointment that can be booked in the future.

. Extend Books

Owner's Hame Alias Week[z] Last Date

Select the book(s) required. You may choose one owner or more than one, by
clicking on each so they are highlighted. (Clicking on them again will remove
the highlight and thus not select them). Alternatively, you can click on All
Books to select all the owners.

Note - Extend Books calculates from the last day of the physical week
(ie, Sunday) onwards, for the number of weeks attached to individual
book owners in Maintenance — Book Owners (page 45). So, if you want
to extend Dr Smith to 24.08.03 and your current date is 10.06.03, you
would need to extend books for 10 weeks. The system would go from
15.06.03 (Sunday) ahead for 10 weeks, taking you to 24.08.03.

Click on Extend.

7. The Appointment Slot Generator will be displayed briefly, showing progress of

8.

each selected book.

For example, Dr H's appointment book is defined as 6 weeks long. It is
currently 4 weeks long, eg, there are appointment slots up to four weeks ahead
to the end of January. When Extend Books is run for Dr H, two weeks are added
to the Appointments Book to extend the book to 6 weeks, ie into mid-February.
At the same time, any weeks that have been completed will be written to the
archive area.

Click on Close.

Extending Books when the Personal Planner has either the original MASTER or a plan
that contains no sessions will mean that the books do not extend (the Last Date is not
advanced and nothing is written to the books). If the planner contains at least one
plan that is populated with a valid session, then the books will be extended and the
last date will be updated.
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If using Vision Online Appointments you need to reserve slots for Web Use, this will be
required before extending or modifying the appointment books. See Vision Online
Appointments - Reserving Slots

Undo Books

A GP or nurse may have to delete or clear time slots from their existing appointment
books because of an unforeseen absence. For this, you may use the option Undo
Books. This would be run after a Personal Plan has been set up, and Extend Books
has been run to generate the appointment slots (see "Extend Books (page 110)").

Note - Undo Books cannot be run if appointments have been
booked in the section of the book that is to be undone.

Before you use Undo Books, make sure no other users are using the
Appointments system or displaying appointment lists in Consultation
Manager.

1. First check in the owner's appointment book for any appointments that may
need re-appointing. Change these to other GP/nurses as necessary (see Move
Booking, Copy Booking and Cancel Booking in the Making Appointments
section).

2. Select Books - Undo Books. The /ast date refers to the latest appointment date
for that owner which is currently available in the appointments book.

Note - if you have a book open, you will be reminded to close this.

¥ision Appointments

» |\ ¥ou cannot undo books unless all Forms have been closed.
\-';/ Do wiou wank all forms to be closed?

Yes Mo |

3. At the Undo Books screen, highlight the owner by clicking on that line.

| Lindo Books [‘$_<|
To undo the results of an ‘Extend Books' select the owner of the
book that you want and the date from which you wizsh to comrect.
Owner's Hame Alias Week(s] Last Date
4 DERMO DEMO 26 16117200 »
ALISON COOL A 12 10/08/200
ANTEMATAL SMTE 12 10084200
BABY CLIMIC *BARY 12 10084200
BEOBBIE LITTLE BOR 3 1307200
DIABETIC *DIAR 12 1008200
EDMA FROSTY EF 12 10/08,/200
FLORA BRADY BRADY 8 13077200 w
Undu frum PP ———
| 16/06/2003 . _Undo Llose

Figure 22: Undo Books
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4. In Undo from, the date at the beginning of the current week is displayed.
Double click in the Undo from window to display a calendar and select a date.
The dates run in week/beginning dates.

5. Click on Undo.
6. Click on Close once finished.

7. If you had a Book screen displayed, press the Refresh button LA to display

the result of the Undo.

Modify Books

Modify Books must be run in order for any changes to take effect after any
amendments have been made to an appointment book or plan, for instance, editing a
session, or making alterations to an owner's Personal Plan by adding or removing
sessions.

Preferably the new slot pattern on an edited session must include a slot at the same
time if bookings are to be copied (see Move Booking, Copy Booking or Cancel Booking,
in the Making Appointments section).

Booked appointments can be moved on to the Clip Note manually. However, if a
session is edited and slots have been removed or blanked where there are booked
appointments, the Modify Books process will place appointments on the Clip Note and
warn you. You can then reallocate them after running Modify Books.

At the end of editing a session, you will be reminded to run Modify Books in order for
the amendment to take effect:

You have edited a session that is in use in a Plan. These changes will only be
applied to existing books if Modify Books is run.

Vision Appointments

You have edited a Session that is in use in a Plan.
These changes will only be applied to existing books if
Modify Books is run.

You could use Insert Session and Remove Session (page 96) as an alternative to
Modify Books if a small change is required to a particular week or weeks.

Note - Modify Books MUST have exclusive use with no other users in
Appointments, or the Appointments List in Consultation Manager. You
should be warned that the Modify Books process may take some time.

1. Select Books - Modify Books. You will be asked to confirm that all forms
should be closed in order to modify books.

2. Modify Books needs exclusive use, and no other users can use the Appointment
system or display appointments lists in Consultation Manager when this
function is run. When you select Modify Books, you may see the message:

"You cannot modify books unless all forms have been closed. Do you want all
forms to be closed Yes/No?"
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Vision Appointments X

? \  vou cannot modify books unless all Forms have been closed.
\--"'(/ Do o wank all forms ko be closed?

Yes Mo |

It sometimes helps after editing a session to come right out of Appointments
and go in again, and then select Modify Books.

Before Modify Books starts, you will be prompted with the following message
"Do you want Appointments to make a copy of all its data in
[\Vision\data\appoint_backup\]? This may take a couple of minutes." If you
select Yes, a full backup of the appointments system will be saved to the Vision
server.

Vision Appointments

¥

Do wou wank Appoinkments ko make a copy of all its data in CiYISION\DATAYappoint_backup!, before modifving books?  This may take a couple of
minukes,

If you encounter any problems after the Appointments books are
modified, call the Vision helpdesk who can restore your Appointments
back to its original state before the books were modified.

4. Answer Yes to continue once you are sure all other users are off the system.

MB:- After clicking on Modify on this form. Modify Books may take some
time. Please do not, under any circumstances, switch off or reboot your
computer while it iz in progresz, ie: while there iz ztill a meszage on the
ECreen.

Owner's Mame Aliaz  Week([s] Last D ate

4 DEMO DEMO =26 16/11./2003 s
BLEX SMITH A5 12 T
ALISOM CoOL AC 12 10/08/2003
BMTEMATAL =MTE 12 10/08/2003 .
BAERY CLIMIC *BaBY 12 10/08/2003

BOBBIE LITTLE BOE 12 134072003
DIABETIC DIAE 12 10/08/2003

EDMA FROSTY EF 12 10/08/2003 b
Modify
From | 29/06/2003 for | Week[s)

Hﬂdif}' | EIDSE v All Weeks

5. When the Modify Books screen is displayed, there is a list of owners, their alias,

number of weeks each owner's book is extended/modified. The Last Date
refers to the latest appointment date for that owner which is currently available
in the appointments book.

Highlight one owner by clicking on that line; or Control - click to select more
than one owner whose books are being modified.
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7. In Modify from, this shows the date at the beginning of the current week.
You can double click in this window to display a calendar to select an earlier or
later date from which to modify books.

8. For... weeks - Either make the modification apply for the next weeks (enter a
number of weeks); or click in All Weeks for a permanent modification.

9. Click on Modify. "The message Books are being modified - please wait" is
displayed.

If your amendment resulted in slots being removed or blanked out, and
depending on whether any of these slots had booked appointments, you may
see the message:

"In] appointments exist for Dr [name] that cannot be transferred to the new
book and will be copied to the clip note if the book is modified. Do you wish to
continue?"

Vision Appointments |

@ 2 Appointments exist for BETH GLOYER

that cannot be transferred to the new book. and wil
be copied to the clip nate if the boak iz modified.
Do you wizh bo continue?

1w |

10.Answer Yes. These appointments will be placed on the Clip Note, and you can
drag and drop them on to new appointment slots later.

11.You may see a message about compacting the database:

"Slot records exist which have been marked for deletion. The slots table needs
to be compacted to maximise performance. Do you wish to do this now."

12.Answer Yes.

VISION Appointments |

Slat records exist which have been marked for deletion.
The Slots table needs to be Compacted to maximize performance.
Do you wizh to do thiz now'?

No |

Once the Modify Books process is complete, go into the Book View and re-schedule
any Clip Note appointments which have been moved.
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