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Vision Appointments Release 3.0

Vision Appointments release 3.0 contains the following updates:

e Reception View - There is now a Today option available from the
Reception screen when you navigate away from today's appointment
book, simply select Today to return:

EE—
Sat Sun Mon Tue Wed Thu Fri Today

08 09 10 n 12 13 14 b' TUESTT-ALG
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o Weekly View - There is now a This Week opftion from the Weekly screen
when you navigate away from the current week, simply select This
Week to return:

This week

MON-T0-A0G

T
LA EPAY

e Vision Appointments from your Desktop - Where appropriate, for
example in a shared care setting, you can now log into Appointments
directly from your desktop.

o See Logging onto Appointments from your Desktop on
page 9 for details.

e Vision Appointments in a Shared Care Setting - Appointments can now
be used in a shared care setting where sharing agreements are set up.

o See Using Appointments in a Shared Care Setting_on
page 12 for details.

e Click Once Installation Package - This process simplifies the installation
and update process for Appointments . When a new version becomes
available, Vision informs you of this and releases the upgrade from our
central servers. The next time each user logs info Appointments, they
are asked if they want to run the update and then they simply follow
the installation wizard. This does not require administrator access to the
workstation.
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Note - This is not compatible with the Chrome browser.

o See Installing an Appointments Update on page 11 for
details.
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e Searching for a patient - The way you search for a patient has been
updated. This varies depending on how you access Appointments.

o See Searching for a Patient on page 24 for more details.
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Preparing for Desktop Vision Appointments for
Vision Practices

e Before anyone can login to Appointments from their desktop, they
need to have an email address set up in Vision 3.

Why does this need to be done?

e All Vision apps use a staff member's registered email address as their
unique user name.

The email addresses together with Vision passwords and linked staff
details are transferred into Vision 360 ready to be used when any app
is enabled.

Who needs to do this?

e Email addresses in Vision 3 are set up and maintained by System
Administrators at each practice.

Do users need to use an NHS email address?

e Yes, an NHS email address is required.

Can users share email addresses?

e No, every Appointments user must have their own email address.

What happens nexi?

e Once all user details have been transferred into Vision 360, your
practice can be configured to use Appointments from the desktop.
Depending on whether your patient's clinical data is already being
sfreamed into the Vision 360, there may be a short delay before
Appointments is ready to use from the desktop.
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How do | add/maintain email addresses?

Each user who needs to use Appointments must have their email address set
up in Control Panel - File Maintenance - Staff - Communications Numbers.

To add an email address:

1. From Vision 3, select Management Tools - Control Panel - File
Maintenance - Staff.

2. Right-click on the staff member required and select Edit Staff.
3. Their Personal fab displays, select the Addresses tab.

4. Under Communication Nos, select Add and the Communication - Add
screen displays:

Personal | Professional | Identifers Addresses |LGguagu-|

Addresses: Communication Mos:

= =

Select Addresses
and then Add

j -
4] i K| LIJ
asd | e | peee | cum | as | Ea | Delete‘ fudit |

Communication - Add

Contact : Enter the email
|Fi|it gumaEmeaa T et com GddreSS
Type of Contact : req'l_.ured
EE I - and then select
Email

|_ e NEd "

Wald Penod -

From : Unhl : Canicel

| I Help

5. Complete as required:
e Contact - Enter the staff member's email address
o Type of Contact - Select Email

6. Select OK and then OK again, in the main staff window, to save your
changes.

Repeat this process for every member of staff who needs access to
Appointments.
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User details transfer to Vision 360 approximately every twenty minutes. After
this short delay your staff members can log info Appointments, from the
desktop, using their email address as their username and their usual Vision 3
password.

/ Note - If any staff member has more than one Vision 3 user
account, only the preferred user should be updated with the
email address, and the password for this user should be used for
accessing Appointments. We strongly recommend you

inactivate any unused staff accounts.

o Important - If a staff member is set up in more than one
practice with the same email address, their credentials, for
example, prescriber code must be set up in each Vision system
otherwise it can cause issues.

4
-y
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Logging onto Appointments from your Deskiop
To access Appointments from your desktop:

1. From your desktop, double click on Vision Appointments

2. The Log in screen displays:

’

[ ] L ]
A Cegedim Brand youlzr'n;r{?nra?rjgress
recorded in Vision 3, if
you are a Vision 3 user,
or
the email address

recorded in V360

é

Signing into England - Change

Username Clinical Portal
Password -~ Enter either:
your Vision 3 password
or
Sign in the password set up in

V360 Clinical Portal

3. Enter your email address:

e Vision 3 user - If you use Vision 3, this is the email address set up within
Vision 3 - Control Panel - File Maintenance - Staff, see Preparing for
Desktop Vision Appointments for Vision Practices on page é for details.

e Non-Vision 3 user - If you do not use Vision 3, this email address is
added in Vision 360, see Using Appointments in a Shared Care Setfting
on page 12 for details.
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4. If you have mulfiple roles, for example, in a shared care sefting, select
your role for this session:

\ vision

A Cegedim Brand

@ arow@test2.com
Please choose your role
W3 USER: Leeds
Select from
V3 USER: Dundee VCI)UF’
available
roles

FEDERATED PRACTITIOMER ACCESS: Leeds and Dundee Federated Service

5. The Reception screen displays ready for use.

= i
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Installing a Appointments Update

If you access Appointments from your desktop, when an update is available,
you are automatically prompted to download and install as follows:

2. The Launching Application screen displays for a short while:

1. From your desktop, double click Appointments in the usual way.

Verifying application requirements. This may take a few
moments.

3. If an update is available, the Update Available screen displays, select
OK to continue.
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Note - If you do not want to load the update, you can
select Skip. We do not recommend you repeatedly skip an
update, as you will not be on the latest version of the software.

4. The Updating Appointments screen displays with a progress bar for the
download:

Updating Vision Anywhere
This may take several minutes, You can use your computer to do other tasks
during the installation.

° Mame: Vision Anywhere

From: appcentre.visionhealth.co.uk

—
Downloading: 262 ME of 262 ME

Cancel

5. Once the update completes, Appointments opens in the usual way.
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Using Appointments in a Shared Care Setting

Appointments can be used in the following shared care setting:

o Federations (England) or Clusters (Scotland and Wales)

e A Common Book - Providing a sharing agreement is set up,
multiple practices can access a common appointment book, for
example, a Physiotherapy clinic. Each practice can book
appointments for their own patients in the shared service and
can view their own patient's information, but appointments
booked for patients registered elsewhere display as Booked with

no further information available:

Practice A
Practice A

Books

Physiotherapy

Clinic

Practice B
Practice B

Books

Appointment

Appointment

Practice A
Patient Data

Practice B
Patient Data

e Full Shared Care access - Providing a sharing agreement is set
up, a practice can have full access to another practice's patient
details, for example, where a practice acts as an 'Out of Hours'

service for one or more other practices:

Practice A
Appointment
Books

Practice A

Out of Hours
Clinic

Practice B
Appointment
Books

Practice B

Practice A
Patient Data

Practice A
Patient Data
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Most Appointments functionality is the same whether you are accessing your
practice's patients or you are working as part of a shared care organisation.

The following functionality is specific to shared care access:

Uploading EMIS patients - In order to have access to all the
EMIS patient data available within your shared care settings, you must
upload it to Vision 360.

o See Uploading Patients from EMIS to Vision 340 for details.

Logging in - To use the shared care options within Appointments, you
must log in from your Desktop.

Selecting Role - When you login to Appointments from your desktop, if
you have more than one role assigned to you in Vision 360, you have
the option to select your local practice, if you have one, or the shared
care service required. Your choice here, determines the initial
appointments list(s) offered.

o See Logging onto Appointments from your Desktop_on
page 9 for details.

You can also change the service you are viewing from within
Appointments. From relevant screens, a select service option displays,
select from the available list as required:

AN - 1 -~ IRAE=}

Ayr | Select to change
v hyr the service you
' are viewing

ViaB Federation Appointments
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e A Common book - In a shared service with a common book,
appointments booked for patients not registered at your
practice, display as 'Booked' in the Reception view:

e Viewing Appointments Booked:

08:55 @ ABALUNAM, Abby (Miss)
09:05 @ Booked
09:15 @ Booked

09:35 BEMJAMIN, Thomas (Mr)

e Full Shared Care access - In a full shared care service, the
patient name displays in the Reception view regardless of their
registered practice.

e Searching for a Patient - If you have full shared care access, the patient
search results include the patient's registered practice:

@ ABBOTT, Alan (Mr) ABBOTT, Sharon (Miss)
Born 17-Mar-1946 (74y) Born 19-Jan-1987 (33y)
Dundee EMIS Practice
Permanent Permanent
LS17 7RU WF16
@ ABBOTT, Andrew (Mr) ® ABBOTT, Zephiniah (Mr)
Born 08-Jan-1987 (33y) Born 01-Aug-1962 (57y)
EMIS Practice Leeds
Permanent Permanent
LS7 LS17 7JN

Patient's registered practice

o Important - You cannot access Appointments Setup for any
practice except your own.

Note - Appointment books for shared care services are
currently set up in Vision 360, see Appointments Administrafion
for details.



http://help.visionhealth.co.uk/SharedCare/Content/G_Full_Help/Shared_V3_Appts/Shared_Appts_Setup/Setting_Up_Shared_Appts.htm
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Organisational Services

User accounts for Appointments in a shared care setting are managed in
Organisational Services part of the Vision V360 application.

The link and log in details were provided as part of your shared care go live.
User management:

e Adding a Shared Care User on page 15.

e Resetting a Password for a Shared Care User on page 20.

e Unlocking a Shared Care User's Account on page 22.

e |nactivating a User.

Services

e For details on viewing and maintaining data sharing agreements
between organisations, see Service Overview.

Audit Trail
e For details on viewing user and patient activity, see Audit Viewer.

o See Organisational Services Help Cenftre for full details.



http://help.visionhealth.co.uk/VisionDataHub/OrganisationalServices/Content/G_Full%20Help%20Topics/2%20-%20Users/Inactivate%20User.htm
http://help.visionhealth.co.uk/VisionDataHub/OrganisationalServices/Content/G_Full%20Help%20Topics/3%20-%20Services/Services%20Details%20Tab.htm
http://help.visionhealth.co.uk/VisionDataHub/OrganisationalServices/Content/G_Full%20Help%20Topics/4%20-%20Audits/Audit%20Viewer.htm
http://help.visionhealth.co.uk/VisionDataHub/OrganisationalServices/Content/Home.htm
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Adding a Shared Care User

In order to use Appointments in a shared care setting, you must be set up as
a user in Organisational Services and be added to the service required.

To create a user in Organisational Services and then add them to a service:

1. Open your browser and access the Vision 360 Clinical Portal using the
URL provided by the Vision Data Hub implementation team.

2. Login to the Vision 360 Clinical Portal by entering your user name and
password and select Sign In.

Sign in with your Vision ID

debbie.cuthbert@inps.net eesesecee B sonin |

3. From Please select a Role at a Service, select Systems Support Access
Role:

Please select a Role at a Service :

Systems Support Access Rale

ETE T

4. The Vision 360 Clinical Portal home screen displays, select

ate
L ! L ]
Organisational Services .

5. The Service Details screen displays.
6. Check to see if the user already exists, see Search for a User for details.

e |If the user exists, you can simply add the service required, see Add
a User to a Service on page 18

e If the user does not exist, they must be added, see Create a Userin
Organisational Services on page 17

Now complete the following as required:




gl
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Create a User in Organisational Services

1. Open the Shared Care Service you want to add the user to, see Search
for Service for details.

7l

2. Select Create User L—=1 and the new Add User tab displays:

%= NHS Vision Test = 7 *Add User x

Search for Users, Services or Shanng Agreements

“Details User Name * | Joanne.Smith@inps.net Address Line 1
[r Sumame * | Smith Address Line 2
:\.-"i:::-. | Forename * | Joanne Address Line 3
Title |Miss hd Address Line 4
Sex* | Female - Address Line 5
Display MName = | JSMITH Postcode
Short Name * | JSMIT
Contact Information o
Pasowrd* [smssssees T
Pa'::;%':;e[ [eesacecee | | Morecorss
Employer * | Shared Care Service| *
Department Professional Codes &
Valid from * | 20-Sep-2017 | | to £ _

Status M Active

Prescriber For clinicians, select to || Select fo save

Number add Professional Codes T
Save Revert

3. Enter the new users details, items marked * are mandatory fields.

e The password must be a minimum of 6 characters and contain
characters from at least three of the following categories:

e Upper case

e Lower case

e Numbers

e Non-alphanumeric characters: ~1@#$%A*_-+=" | \(){}[]:;".2/
e No spaces at the beginning or end of the password

e The password must not contain three or more consecutive
characters (case insensitive) from the user name, forename or

surname.

4. For clinicians we recommend you add any relevant Professional
Codes, for example, a GMC code:



http://help.visionhealth.co.uk/VisionDataHub/OrganisationalServices/Content/G_Full%20Help%20Topics/3%20-%20Services/Search%20for%20Service.htm
http://help.visionhealth.co.uk/VisionDataHub/OrganisationalServices/Content/G_Full%20Help%20Topics/3%20-%20Services/Search%20for%20Service.htm

Adding Professional Codes

a. From Professional Codes, select Add

o

b. The Professional Codes screen displays:

Professional Codes

Code Type = |
Code * |

[

Service |

0K

Cancel

[
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c. Complete as required:

e Code Type - Select the type of code to record

e Code - Enfer the code

e Service - Select from the list of services available for this user.

d. Select OK.

5. Select Save

9
/
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Add a User to a Service

1. Open the Shared Care Service view, if you have just created the user,
this is still open at the top of your screen.

2. Select User Roles:

: NHS Vision Test = T JSMITH x

Search for Users, Senices or Shaning Agreements
Datniis NHS Vision Test ? Li‘ Rul::dﬂl;f.uslms Activities
Legitimate Rel. - q -
Message Feed
Sharing With
Viewing
User Roles BT~
—_— o b
o L
Prescriptions ‘g % E
B E|&
Enter the users
~ CRAIG, Steph... [+ [v details and then
Select & |XDAVIES,Gay Bl 7 select Search
HANLON, Arthur & | v | v
Users — as —
Add | | isewesm xu]
T SMITH, (Miss) mnm.lnmmml‘iﬂ. JSMITH
Select the user
required from
the list offered
| T T T

3. Select Users Add....

Enter user's details in the search bar and select Search
Select the user from the results.
The user is assigned to the shared care service.

N o0~

Tick next to the user's name under the appropriate heading, to
allocate theirrole.

/7

' Note - To remove rights from a user, simply untick the box.

o See Organisational Services Help Cenftre for full details.



http://help.visionhealth.co.uk/VisionDataHub/OrganisationalServices/Content/Home.htm
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Resetting a Password for a Shared Care User

To reset a password for a shared care user:

"]

' Note - If you are not a system manager, you can only reset
your own password.

1. Open your browser and access the Vision 360 Clinical Portal using the
URL provided by the Vision Data Hub implementation team.

2. Login to the Vision 360 Clinical Portal by entering your user name and
password and select Sign In:

Sign in with your Vision 1D

T T
3. Select your Systems Support Access Role:

Please select a Role at a Service :

Systems Support Access FHole

a%e
L !.
4. Select Organisational Services .

5. In the search box, type part of the locked user's name or email and

=

Y

select Search

sysadmin
Root Regisration Authonty Manager - 5YSTEM

®  New Tab

BIRCH, (Dr) Jane, jbirchi@tesi2 com, Or Jane Birch

T CRICHTOM, (Dr) Jane, jcric12@hog.com, Jane Crichton El"lr‘I'E'l' pCl['f of the
T JOMES. (Mrs) Jane. jjones21@hog.com. Jane Jones user's email or name re of
T LocuM, (Dr) Jane, janelocum@naechess net Jane Locum or el
™ NORTH, (Dr} Jane, north@email.com, Jane MNorth
T RECEPTIOMIST, (Miss) Jane, jane receptioni@example org, Jane Receplionist
more
A list of possible matches displays, select as appropriate Laisd

6. All matching results display, select the user required.
7. The Edit User screen displays with the Details tab selected.

8. In Password, enter a new password.

20
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9. In Re-enter Password enter the new password again to confirm:

Usar Detalls screen

i— Tah = | T “senssorh w| %
3 [ B2
Dremile Usieat Mimee  erthieriml cos Hirkiress Ling 1
Aok Sumame o Andress Line 2
Bppa Frrenams s Eriler Fhe faw Arkiress Line ]
Wiiaan ¥ Tre Or passwerd and Arkiress Line 4
Sy then enter it Hrkiress Line 5
Dtsplay Mame:  lare: Korth agein ta verfy Postrode
Short Hame  MOR
R - Mainod - Iivtain Imscription
Mo recoidn
et [ |
Ernphoyar
Ceparmert T - —
el frore  O0-Sep- 2014 o 0 PR

Stahe ¢ Actie

Prescrber
Fymber

10.Select Save.

]

' Note - The following password validation rules apply when
resetting a user's password:

e Minimum of 6 Characters

e Contain Upper and Lower case Letters

e Contain Numbers

e Contain Non-alphanumeric symbols (for example & $ % efc)

e Password from the last 5 passwords cannot be used.

° See Organisational Services Help Cenftre for full details.

21
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Appointments

Unlocking a Shared Care User's Account

After three unsuccessful attempts at logging in, users are locked out of
Appointments and the locked out message displays.

To unlock a shared care user's account:

1. Open your browser and access the Vision V360 Clinical Portal using the
URL provided by the Vision Data Hub implementation team.

2. Login to the Clinical Portal Vision 360 by entering your user name and
password and select Sign In:

Sign in with your Vision ID

debbie. cuthbert@inps.net

3. Select your Systems Support Access Role:

Please select a Role at a Service :

Systems Support Access Role

4. Select Organisational Services
5. In the search box, type part of the locked user's name or email and

-

Y

select Search

sysadmin

Root Registration Authority Manager - SYSTEM

New Tab ® New Tab ® +
jane | Q |
g BIRCH, (Dr) Jane, jbirchi@test2.com, Dr Jane Birch : -
- Enter part of the

CRICHTON, (Dr) Jane, jcric12i@hog.com, Jane Crichton

JOMNES, (Mrs) Jane, jjones21@hog.com, Jane Jones Users EI'T'ICI” or name

re of
LOCUNM, (Dr} Jane, janelocum@naechess.net, Jane Locum or em

MORTH, (Dr) Jane, northi@email.com, Jane North
RECEPTIOMIST, (Miss) Jane, jane.reception@example.org, Jane Receptionist

more
ne ar

A list of possible matches displays, select as appropriate

6. All matching results display, select the user required.

7. The Edit User screen displays with the Details tab selected.

22
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8. The This account has been locked after three failed access attempts
message displays at the top of the Details screen:

This account has been locked after three faled access attempts Unlock
Roles
User Name jbor90@hog.com Address Line 1
Apps Surmame Borland Address Line 2
Vision 3 Forename Jim Address Line 3
Tide Mr Address Line 4
Sex Address Line 5
Display Name Jim Borland Postcode
Short Name JBOR
P . Melhod + |Detads
assword © | seeees -
No records
Re-mtﬁ llllll e
Password *
Fnlowers

Unlock

9. Select Unlock

o See Resetting a Password for a Shared Care User on
page 20 and Organisational Services Help Centre for full details.

23
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Searching for a Patient

The way you search for a patient depends on how you access Appointments:

e |If you access Appointments through the Vision 3 Home screen

you can search for a patient using the following options:
Surname - In full or part, for example, Smith or Smi.

Surname, Forename - You must use the comma between the
names, for example, Smith, John.

Surname, Forename, Date of Birth - In full or part, for example,
Smith, John, 1980.

e Surname, Date of Birth - In full or part, for example, Smith, 091980.

Date of Birth - In full or part, see the following examples:
Full Date of Birth
e You can enter the full date of birth in the following ways:

o DDMMYY, for example, 9th December 1980 would be
091280.

/7
o DDMMYYYY, for example, 9th December 1980 would be

09121980.

o  DDMMMYYYY, for example, 9th December 1980 would be
09DEC1980.

Partial Date of Birth

e You can enter the partial date of birth in the following
ways:

YYYY, for example,1980.
MMYYYY, for example, 091980.
MMMYYYY, for example, DEC1980.

Note - Only valid for patients born within the last 100 years.

24
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e |If you access Appointments from your Desktop ? you can search
for a patient using the following options:

e Surname - In full or part, for example, Smith or Smi.

e Surname Forename - There is no comma between the names,
for example, Smith John.

e Date of Birth - In full or part, see the following examples:
Full Date of Birth
e The full date of birth can be typed as:

o DDMMYY, for example, 2th December 1980 would be
091280.

/ Note - Only valid for patients born within the last 100 years.

o DDMMYYYY, for example, 9th December 1980 would be
09121980.

e YYYY-MM-DD, for example, 9th December 1980 would be
1980-12-09.

Partial Date of Birth
e The partial date of birth can be typed as:
e YYYY, for example,1980.
e MMYYYY, for example, 091980.
e Postcode - In full or part, for example, AB12 3CD or AB12.
e  NHS/CHI Number.

25
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Sorting Patient Search Results

If you receive a high number of results, you can use the available sorting
options to group the results and navigate them with greater ease:

Patient Search Results

(@) Patient Search Results toc sractce sescn for paterns wah curname sietng weh S ncud nacve ot (0]

To sort the patient search results:

1. Select the required sorting option, for example Age

2. The search results sort accordingly.

7

' Note - Only one sorting option can be applied at a fime.

o

' Note - After applying a sorting option, the results display in

ascending order Select the sorting option again to

display the results in descending order

(/‘
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