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Daybook

Introduction

The Vision Daybook module helps you to easily manage clinical and administrative
tasks within your practice. From Daybook you can create, allocate, track and
complete tasks from one screen for individual or groups of staff. All patient-related
tasks are additionally displayed on the yellow Reminder box within Consultation
Manager and Appointments. There are four types of tasks:

Patient (page 17) - Tasks relating to a patient ie Reception to make
an appointment for a patient.

Personal (page 26) - Self assigned tasks ie. Reminder to confirm
Vision user group meeting.

Announcement (page 24) - Passive practice notifications ie
Reception staff meeting at 12.30 in the boardroom.

Notifications (page 61) - Tasks generated by Daybook itself for task
completion confirmations.

Why should I use Daybook?

The advantages of using Daybook include:
No more missed or mislaid paper messages.
A full audit trail of all actions and communications relating to a task.
Easily managed and prioritised tasks.

Full integration with patient records including the ability to copy
Medical History records directly from a patient record into a task.

In England, GPES notifications are received and managed through
Daybook.

What would I use Daybook for?
Examples of Daybook uses include:

Simple messages - Practice and personal, eg "Please call Mrs Jones
re her mother"”, "There is a parcel in reception for you".

Allocating, tracking and recording Home Visits - eg send to all on
call GP's - "Visit Mr Smith", they can accept, action and then complete
the task, you are notified when it is done.

Repeat reauthorisations - A quick template message to the
responsible clinician to reauthorise medication already linked to the
patient concerned.

Stock requests - From the treatment room to whoever orders
supplies.

Staff notices - Meeting notifications, staff notices, social notices.



Anything else that involves messages moving around your practice -
Ask staff for their input, what messages do they send and receive?

Prerequisites

Practices with their own server - You must ensure that you are up
to date with .NET Framework installations. Hosted practices already
have the latest .NET files installed, therefore no action is needed.

English Practices - If you have Role Based Access Control (RBAC)
enabled, you must ensure that you contact your Registration Authority
(RA) to add Daybook access to all your staff. The RBAC activity linked
to Vision Security Function for Daybook is:

- B0093 Create Work Item

What You Need To Do

Security Rights - Ensure all staff have security access to Daybook,
from Management Tools - Control Panel - Security, see Link to Help
'Add and remove users and groups from functions'
http://www.inpshelp.co.uk/DLM480/Control_Panel/index.htm#30205.

Staff Groups - Create appropriate staff groups so that you can
allocate Tasks more effectively. See Control Panel on-screen help.

Tidy Reminders - Before using Daybook for the first time, it may be a
good idea for you to tidy the yellow reminders that display in
Consultation Manager and Appointments. Depending on how you have
created these reminders you may need to do this via Clinical Audit or
Patient Groups.

Set up RBAC (For RBAC enabled practices in England) - See
Security - England (page 67) for details.

Set up Task Templates - The set up of Task Templates is highly
recommended to speed up the creation of Tasks. See "Adding a New
Task Template (page 74)".

Register for a practice Webinar — Register for a practice webinar to
get the most out of Daybook. For details see
http://www.inps4.co.uk/training/webinars/
(http://www.inps4.co.uk/my-vision/training/webinars)

Training - See your Account Manager about the different training and
consultancy options available to you. Or contact our Training
Department.


http://www.inpshelp.co.uk/DLM480/Control_Panel/index.htm#30205
http://www.inps4.co.uk/my-vision/training/webinars

Daybook Workflow Overview

The following diagram represents the workflow of a Daybook Task:
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Accessing Daybook

[ Note - Before you access Daybook, please ensure the pre-
requisites have been met; see "Pre-requisites (page 6)" for details.

To access Daybook:

1. From your Vision front go to Home - Daybook

Daybook or use the

Daybook pane on the Vision front screen to access your allocated Daybook
tasks and practice Notifications and announcements.

G vision - Live System o=l
Modue:  Logn  Dptions  Help
Home Reporting Messaging Utilities Management Toals
- o L)
¥ 3 APP o8 © m
i 'Y —
Consultation Manager Apps Controllar Appointments Registration Daybook ail Manager Close All

SYS

My Daybaok Tasks

b Tue 15112011 2353
best uigent

3{. VISION
\ Helpline Blog

| countries ?

TTR Calculator Now Available!
01/02/2016

Getting Ready for Detailed Coded Record

I

Wed 16412011 12:00
‘ Horme Vit

A, Matthew, 10-May-1950
Wed 150272012 23:59

‘% Telephone Cal Aeganed
SMITH, Alice, 10-Apr-1992

Thu 10D8H45 (DCR) Patient Access - England
8 Make an uigent appointment for specified patisnt 29/01/2016
SMITH, Amanda, 04-J — |JQOF V32 and Shingles - Scotland
28/01/2016
4 H;::Lﬁﬁ':: sppoint FGM Reporting Module Now Available - England
) 27/01/2016
SMITH, Chantelle, 23- ” Py
Windows 10
Tue 15412011 23:69 22012016
-
9 s = Gemscript Drug Dictionary - January 2016 -
Hatification and Announcements Early Release
19/01/2016
QOF Audit issues - Stroke and COPD
18/01/2016
GPES - Seasonal Flu Extractions Cancelled
15/01/2016
Wales w32 QOF - HYPOOG
15/01/2016
51510430 - Northern Ireland

11/01/2016

Getting Started with Vision Anywhere -
and Ouick Balerencpe

Videos

2£.1Mps

¢ Announcements

All countries x ?

Register today: National Vision
Conference - Healthcare Everywhere
Latest developments, free advice and Q8A
sessions are on the agenda for this year's Mationa
Vision Conferences in Scotland, Wales and
Morthern Ireland

Register today

03/02/2016

The Royal College of General Practitioners
MNorthern Ireland (RCGPNI) Practice
Managers conference

We will be exhibiting at the RCGPN| Practice
Managers conference. The conference will focus on
consumables and budget management for Practice
Managers

Date: 28th January 2016

Time: 3:30am - 3:00pm

Location: Seagoe Hotel, Craigavon, Upper Church
Lane, Portadown, Co. Armagh

Click here for more information

28/01/2016

IGPR Webinars

Miche Health are hosting a number of webinars to
demonstrate iGPR, the new electronic insurance
reporting solution that will be made freely available
to practices using Vision in the very near future -

2. The Daybook loading screen is briefly displayed.
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Refer to Mr Jones - Wision Davbook,

= X 9V

Reizsue  Withdraw  Reject

Launch Wigw

= L /

Add Comment  Edit

- Home Maintenance

O @ w»©

Task  Taskforme  Announcement

8

Open Yiew Docurnent Camplete Accept Dec

Mew | Task | Ackion | Express Inke

e

@ B Consultation Manager

Mew appoinkrient

D M Add ko medical hiskary

Wigw all
tasks

b Select a Patient
lire: )
4 Edit contact details

resk | Alexander Alan |

To-do | Tasks I've Issued | Tasks I've Actioned | Al Qutstanding Tasks | Tasks For Patient | Announcenents I'ye Sent |

Refer to Mr Jones

Announcements - These are for infomation only

MNotifications

Tvpe Received Description

Notifications - These are tas|
generated by Vision for actio

Q Filkes: Status: - Outstan,., Issued on:  10/02/2016 09:05
- Issued by: System Due: wied 10/0202016
e e IR T Supervisar
J . Read By:  Syskem Supervisor
All Oﬂmﬂd“'lg Announcements Currently assigned ko:  Syskem Supervisor
Tasks I've - Dj Tasks for
To-Do - . ’Ssﬂed - Actioned - 1:;ka Di::iﬂys Patient - ’Ive. Sent - | This task has been assigned a priority of Urgent.
Displ DI'SPIGHS tasks . ou hg . DISPIGHS Histary | alexander &lan
Isplays you have SmthspIays tasks  tacke except self Displays tasks s, pouncements | 10022016 09:05 - System Supenvisor - lssued
our .
L you have assigned attached to a you have sent _
ou rl.dfng tioned . Write letter asap
tsta action patient
1] |
Announcements Reading Pane - This
Description Sent b Sent on Patient Effective

can be displayed to the
right or bottom of the
screen, or switched off
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The Daybook Toolbar

The default toolbar for Daybook is ribbon style, it consists of four tabs:

Home (page 11) (Alt H) for day to day creating and actioning of
tasks.

Maintenance (page 13) (Alt M) for the set up and maintenance of
tasks and Daybook

Launch (page 14) (Alt L) for accessing other Vision modules from
Daybook.

View (page 15) (Alt V) for moving Daybook panes and switching to
the Daybook traditional menu and toolbar should you not want to take
advantage of the ribbon functionality.

Home Tab

The Home tab contains the options needed for day to day creating and actioning
tasks:

= Refer to Mr Jones - Viskn Daybaak = @ =

— Howe | Maikenance  Launch  View (2]
== == W £ - B

B o & ¥ / - R =

& For me Viewe

tasks

- B Add to medical histary
Arnouncement | Open  Add Comment  Edit Withdravw Reject Complete I

Task  Task

New Task Action Express interest

New
£ & w©

Task  Task for me  Announcerment

e

Task (F2) - Creates a new task.

Task for me (Ctrl +F2) - Creates a self-assigned task.

Announcement (Ctrl +F3) - Creates an announcement.
Task

I uq::r j#fﬁ &

Cpen &dd Comment Edik

Task.
Open (Ctrl +0) - Opens a highlighted task.
Add Comment (Ctrl +W) - Adds a comment to a task.
Edit (Ctrl +E) - Edits a task.

View Document - To open Document Viewer for a document attached
to a selected Task.
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Action

= X J «

Withdraw Reject  Complete

Action

Reissue - Reissues a completed task.

Withdraw - Withdraws a task you have created.

Reject (F6) - Returns a task, uncompleted, back to its originator.

Complete (F7) - Starts the completion process of a highlighted task.
Express Interest

tf,‘-' accept
.-_? Decline
Express Inkteresk

Accept (F4) - Indicates to others you intend to work on this task.

Decline (F5) - Indicates to others you do not intend to work on this
task.

Patient

== ] :
|—| [-\/--F‘-_Ih_': & Consultation Manager
KW 2dd to medical hiskory L i

Select a Patient
Wiz all Mew appoinkment )
kasks o Edit contact details

Alexander Alan

View all tasks - Lists all tasks for the patient associated with the task
selected.

Add to medical history (F9) - Adds a medical history entry to the
selected patient's record.

New appointment (F8) - Adds a new appointment to a selected
patient.

Consultation Manager -Opens Consultation Manager. If a patient has
been selected.

Select a Patient - To view all tasks for a specific patient.

Edit contact details (page 12) - To add or update the selected
patients contact details.

Patient - The patient name is displayed here to act as a reminder for
which patient record the above actions will update.

12



Edit Contact Details
If you have highlighted or opened a patient task, Edit contact details is enabled.
To update the patients contact details:
1. With a task attached to a patient highlighted or from a selected task, select
Edit contact details.

-fn / — v, & Accept W add to medical histary

4 Mew appointment o Edit contact details
Add Comment  Edit Reject  Complete Decline
r_? l Consulkation Manager
Task Ackion Express Interest Joan Habgood

2. The Patient Contact Details screen is displayed showing:
The recorded Contacts for Current Address which applies to all
members of the family registered to the address and,
The recorded Contacts for the Patient which applies to the individual
patient only.

You can add contact details from this screen by selecting either Add to
Address or Add to Patient. You can also edit/delete existing information by
selecting the contact detail and selecting either Edit or Delete.

S J0AN HABGDOD 26/05/1977 -10] x|
b ain address: 171 PRI¥ETT ROAD_ LEEDS. 299 977
Add to Address | Contacts for current address Wisw
‘.. Telephone - home 01903 678345
; [;untacts for patient :
Add to Patient i Email smithyiEinahion, co.uk E it
- Mobile phone 07290 123456 ﬁ
ale N Delete

Select Add to Address Select Edit or Delete

or Add to Patient to to change or remove
enter new Patient existing Patient
Contact Details Contact Details

13



Maintenance Tab

The Maintenance tab contains all the options you require for the set up and
maintenance of Daybook functions:

I.ﬂl
— Harne Maintenance Launch Wiga
- o= )
- o+ i Hfelk &
- g @

Task Templates  Frequent ©Ouotof  Practice  Options Archive  Archive
Templates office  Setkings Wign

Tools Archive

Tools

Bl =l N e ©

- S

Task Templates  Frequent  ©Oukof  Practice  Oplions
Templates  office  Settings

Tools

Task templates -Accesses Maintain Task Templates.

Frequent Templates - To view the task templates in Frequent
Templates.

Out of office - To set up an out of office message.
Practice Settings - To set your practice opening times.
Options - Accesses Daybook Options.

Archive

S

Archive  Archive
Wigw

Archive

Archive View - Accesses archived tasks.

Archive - Runs an archive.
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Launch Tab

The Launch tab enables you to launch any of the following Vision modules without
leaving Daybook:

Consultation Manager
Appointments
Mail Manager

Simply select the module you require.
| ﬂ |
Haome Maintenance Launch Wiga
_l_ —
- e
Consulkation  Appoinkrments  Mail Manager
Manager
Applications

(D Note - Consultation Manager and Appointments open without a
patient selected when launched from here.

15



View Tab
The View tab contains the options needed to:

Lock - Lock the settings of your Daybook screen. See Moving Panes
Within Daybook (page 63) for details.

Reset - Reset your screens to the system default layout. See Moving
Panes Within Daybook (page 63) for details.

Switch to traditional menu and toolbar - Switch to traditional
menu and toolbar view. See Traditional Daybook Toolbar (page 16) for
details.

(] 7T
i
— Harmne Mainkenance Launch Wi

N

| - |

. O Switch to kraditional menu and toolbar
Locked | Reset

Window Layout Menus and Bars

Traditional Daybook Toolbar

To switch to the traditional Daybook toolbar, from the View tab select Switch to
traditional menu and toolbar.

o

Hame Maintenance Launch Wi

= O
ks Swjitch ko braditional menu and toolbar
Locked | Reset

Wiindiow Laseouk Menus and Bars

The following buttons are available on the traditional Daybook toolbar:

= New Task (F2) - Adds a new Task.

[

“ New Task for me (Ctrl + F2) - Adds a new self-assigned task.

ot New Announcement (Ctrl + F3) - Adds a new announcement.
Open (Ctrl +O) - Opens a task.

e Edit (Ctrl +E) - Edits a task.

Accept (F4) - Claims a task sent to more than one person.

? Decline (F5) - Refuses a task sent to more than one person.

Complete (F7) - Starts the complete a task process.

Reject (F6) — Refuses a task and return it to its originator.

16



New Appointment - Displays available appointments and allows
you to book them.

% Record Medical History - To record history to the patient record.

Q Filter: . L
Filter — To search any data within

Daybook, ie tasks for a colleague. This option is tab specific, use from

the All Outstanding Tasks tab to search the whole outstanding Task
list.

17



Adding Tasks

A task is a job or a piece of work that you can assign to an individual or group. It is
usually quite short in duration or has a deadline, and a response is sometimes
required. There are three general categories of task:

Specific Action, usually tasks that require further action and can be
assigned to a specific patient. (See Adding a Task for Action (page
18)).

Self-assigned, usually a reminder to self. (See Adding a New Self-
assigned Task (page 26)).

Announcement, either practice wide or for specific individuals or
groups, usually no further action required. (See Adding a New
Announcement (page 24)).

Adding a Task for Action

To add a new task for either a member of staff or a staff group within Daybook:

1. From Daybook, select Task = .
2. The Issuing New Task screen is displayed:

18



Description - Enter a
description for the task

Issued by - Defaults to

Me, change as required

Attached to Patient -
Select to attach the
task to a patient

On Completion add to
medical history - Tick
to add a medical
history entry
automatically when the
task is completed

Attached to document
- Select to attach a
document from the

selected patients record

[ 1ssuing New Task

Based upon template:

-

X gaced upon template
Mare. .. 4._ Select a temp!atﬂ if

Descripkion:

Issued by Me -

................................................... Al Smith

r On completion, add
to medical history

[T attached o document

Change Patient. ..

required

Notify me, when task is
complete - Tick if you
want to receive

r Motify me, when task is complete

/ notification that the

task has been
Due | 24/09/2018 - ak: Ad
completed
Priarity:  Urgent ¢ Mo priority escalation N Pﬁaﬂfﬂ - Select a

priority and whether to

% Routine " Escalate priority, if not completed by:
€ Low escalate the priority or
- Choose, ., not
o
® 1o - Select the
Comments: ;I l"ﬂ{‘ifplﬂl’l‘fs You Vﬂqufl"ﬂ
Comments - Enter free
text as requived
(0] Another Cancel

5
5
A

19



3. Complete as required:

Based upon template - Allows you to select a predefined task from
the Frequent Templates list. See Task Templates (page 72,
http://www.inpshelp.co.uk/DLM470/Daybook/index.htm#26847) for
further details.

More - Allows you to select any predefined Task. See Task Templates
(page 72,
http://www.inpshelp.co.uk/DLM470/Daybook/index.htm#26847) for
further details.

(D Note - If you are using a template, some of the following steps
may be completed automatically but can be altered as required.

Description - Enter a description for this task, eg Make appointment
for patient.

Issued by - Select who the new task is sent from, it defaults to Me,
but you can select from any group you are a member of.

Issued by: e -

—_ Me
e *ckion Required
7 Matify e wl Dockors

Attached to patient - Tick to attach this task to a patient. To select

the patient select Change Patient | ChangePatient.. g4 select a
patient in the usual way.

On completion, add to medical history - Tick to add a medical
history entry automatically when the task is completed. To select the

Read code select Change Read-code ShangeReadcode.... and select a
Read code in the usual way.

Attached to document - Tick to attach a document to this task. A list
of documents on the selected patients record is displayed for selection.

Notify me, when task is complete - Tick if you want to receive
notification that the task has been completed.

Due - If there is a time frame attached to this task, select a due date,
and time.

Due 240372014 | at: b

Priority - Select a priority:
- Urgent (' jprecedes the task within your task list)
- Routine ( - precedes the task within your task list)

- Low ( " precedes the task within your task list)

- No priority escalation - Selected by default, prevents the priority of
the task from being escalated.

- Escalate priority, if not completed by - Tick to automatically raise
the priority of a task should it not be completed by the date specified
in the original task.


http://www.inpshelp.co.uk/DLM470/Daybook/index.htm#26847
http://www.inpshelp.co.uk/DLM470/Daybook/index.htm#26847

¥ Escalate priority, if not completed by: 16/05/2014 14:00 -

To - Select the recipients required by either:

- Typing into the To box, a list of matching recipients and/or groups
appears. To select from the list use the up and down arrows and
press enter. You can also type me to select yourself or all to select
everybody in the practice.

- Select Choose

again removes them.

(O Note - Staff Groups are set up within Control Panel and, if you
are not already using Staff Groups for Mail Manager purposes, should
be set up before Daybook is used. See Control Panel on-screen help

for further details.

o Important - All members of staff are currently available from the
Select staff members list, whether they have security access to
Daybook or not. Ensure that the member of staff you want to allocate

Choose, ..

a task to, has security access to Daybook.

Select staff members

=10 x|

Filker: |

DS} All Practice Staff

., Me - Fiona Yenus

. *Action Required

. *Mo Action Reguired
. Admin Team

. Community Skaff

t L, Dackars

; &5 Nurses

€. Receplionisks

Gpes

Admin Team; Dockors; Murses

o ]

Cancel

(O Note - Even if a member of staff is in more than one group, they
only receive one copy of the task.

to view the hierarchical list of staff groups.
Ticking any group or individual enters them into the To list, ticking

21



Comments - Type free text as required. If this task is linked to a
patient, you can press the Insert key to list their medical records,
select a record to insert in the text and select OK to save and return to
the task. The Insert process can be repeated to add more than one
medical record. See Adding Clinical Information to a Task (page 22) for
further details.

(O Note - The \ | { } characters do not display within Comments.

Another - Saves the current Task and presents a new Issuing New
Task screen.

4. Select OK to save and send.

The Task is now displayed in the To-Do list of the selected recipient(s).

22



Adding Clinical Information to a Task

When adding comments to a task attached to a patient, you can display a
summarised list, created from the patient’s record, by pressing the <Insert> key.
You can also add any of the displayed records to the Comments section of the task
you are creating.

To use the Insert key:

1. From Daybook, select Task =~ and complete as detailed in Adding a Task
for Action (page 18).

2. Click into Comments and press <Insert>.

3. Insert term from patient record is displayed, listing entries from the
patient’s:

Medical History
Lifestyle
Examination Findings

(O Note - Numeric values included in clinical data are not pasted into
the task.

Disease Registers

Insert term from patient record x|

H/0: drug allergy
Acute bronchitis

Agthma

Reqiztration: B egistration Approved
0/E - blood pressure reading
Current non-smaok.er

[S0]Knee joint

[DHoarzenesz

[D)Paraesthesia

TUR prostatectomy

Catheter complications
[D]Retention of urine

Reqistration: B egistration Approved

k. I Cancel |

4

4. To add any of the listed items to the Comments section of the task, highlight
the item required and then select OK.

23



W 1ssuing New Task |

Based upon template: - | Mare, .. |
Description: Rewiew required|
Issued by Me -
W attached to patient:  Matthesw & | Change Patient... |

2 cormpletion, add

e (o £6%1.00- Asthma annual review | Change Read-code, .. |

[T attached to documert

r Matify me, when task is complete

Due  10/02/2016 - at: -
Priority: i~ Urgent % Mo priority escalation
¥ Routine ™ Escalate priority, if not completed bey: 10/02/2016 23:59
 Low
Ta: | Choose. ..

Comments: Rewview required For

You can append the text of the inserted entry as required.

| |

To add further entries repeat steps 5 and 6 as required.

N

. Select OK to save and close.

Please be aware the <Insert> key function acts as a copy and paste facility from
the Insert term from patient record list, it is not a link from the patient record
through to Daybook.

24.



Adding a New Announcement

An Announcement is a general message to other members of staff for information
purposes only. An Announcement does not need actioning eg Fire Alarm Test at

14.00. To add a new Announcement, for either a member of staff or a staff group
within Daybook:

1. From Daybook, select Announcement 9 .
2. The Sending new announcement screen is displayed.
x

Descripkion: Please remenber ko burm aff your PC's before wou go hame badayw

[T attached to patient

[T Attached to documert

Effective from  11/02/2016 - | ak: - v Expires: | 11/02/2016 -

[All Practice Staff];

Ta: Choose, .,

Comments: The netwark is down for mainkenance tonight, please ensure you save :I

your work,|log off and shut down before wou go home

=

Ik Cancel

Ly

25



3. Complete as required:
Description - Select to enter a description of the announcement.

Attached to Patient - Tick this if you want to attach this
announcement to a specific patient.

Effective Date - Select to set the date on which the event being
announced takes place

At - Select to set a time for this announcement.

Expires — Defaults to today, tick if required and change the date as
appropriate.

To - Select to select the recipients of this announcement by either:

- Typing into the To box. A list of matching recipients appears. To
select from the list use the up and down arrows and press Enter.

Choose... . . . .

- Select Choose to view the hierarchical list of staff groups.
Ticking any group or individual enters them into the To list, ticking
again removes them and press Enter.

E Remember - Add yourself if you want to see this Announcement.

Comments - Type any message for the announcement as required. If
a specific patient has been selected you can use the Insert key to
obtain a list of Read terms recorded in the patient’s record. Select the
term required and then select OK.

4. Select OK to finish and send.



Adding a New Self-assigned Task

A Self-assigned Task is a way of sending a message to yourself, eg a reminder to

do something. Self-assigned tasks are not visible to other Daybook users.

To add a self-assigned task:

1. From Daybook, select Task for Me ﬂ
2. The Issuing New Task screen is displayed.

B Issuing New Task

Based upon template: - | Mare, ..

Cescription: Call Dr King at Preston Gen

Issued by Me

¥ attached to patient:  Alice Srith | Change Patient. ..

r On completion, add
ko medical histaory

[T attached to documert

r Matify me, when task is complete

Due  10/02/2016 - at: -
Priarity: i rgent % Mo priarity escalation
% Routine " Escalate pricrity, if not completed by: 10/02/2016 23:55
 Low
Fiona Yenus; | Choose. ..
Tan )
Comments: Chase referral info =]
[ -]
ok | | Another | | Cancel
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3. Complete as required:

Based upon template - Select a template if appropriate.
Description - Select to enter a description for the task.

Issued by - Defaults to Me, use the down arrow to select from staff
groups you are a member of if appropriate.

Attached to Patient - Select to attach the task to a patient.”

On completion, add to medical history - Tick if appropriate and
select the Read code required.

Notify me, when task is complete - Tick if appropriate.
Due -Select to add a date and a time for this task to be completed by.
Priority - Select if appropriate.

No priority escalation or Escalate priority if not completed by -
Select to automatically raise the priority of a task should it not be
completed by the date specified.

To - Your details are already completed in this section, you can add
further recipients if required.

Comments - Type any details relating to the task if required. If a
specific patient has been selected you can use the Insert key to obtain
a list of Read terms recorded in the patient’s record. Select the term
required and select OK.

4. Select OK to finish.

The Task is now displayed in your To-Do list.
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Adding Tasks from Consultation Manager

You can add a new task directly to a patient from within their record in Consultation
Manager:

1. From within a patient record, a consultation does not need to be opened,
either select Tasks — Add New Task or if there are existing reminders for
the patient, right click on the Reminder and select Add task.

Cora DALGLEISH B8Y - 05/07,/1945 {F) (NHS Mo: 405 727 1678) 50

"1 Consuleation  Summary  Guidelines  add  List | Tasks Apps  Wiew  Wir

sd b Q||§| S| & @ N Gl P..ddNewTask | Bt
| £|| Fatignt 5 yiom Al Toske il

Lucy June BROWM B9Y - 19/12/1941 (F)
Outztanding T azks:
!"_D}EE.-"DE.-"EEI'I'I Idrgent Call Required

R eminders:
1. [ CHD: MO BP in 15 maontks to 01,/04/2011

2 [ CHD: lagt BP in 15 ronthe to 01/04/2011 »
150490 or MO BP

- II-"'-"|'I‘:-"---

Zancel
Delete
Edit

Add manual reminder

add task.
Tiask details

Close

2. Issuing New Task is displayed with the details of the selected patient
completed. Complete the task details as described in "Adding a Specific
Action Task (page 18)".
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Adding Tasks from Appointments
You can add a new task directly to a patient from within Appointments:

1. From within Appointments, right click on the Reminder and select Add task.

Jean BADDOCE B9y -
12/08/1344 (F)
Outstanding Tasks: @:
® 02/09/2011 testdeybook task
AIETRIR 19 13/03/2011 urgent overdue task -
2900 ® 13/08/2011 routine overdue task -_|
I:I"J:1l] @‘; 13/08/2011 low prionry cverdue task
ugiz,, 164092011 task thatis not overdue
n93p | Feminders:
s 1 eemrsl esmsincder

Carcel

Edit

Delate

Ackd Appointments Remincer
Ackd Marual Reminder

Add Task

13:00
1310

2. Issuing New Task is displayed with the details of the selected patient
completed. Complete the task details as described in "Adding a Specific
Action Task (page 18)".
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Managing Tasks

Tasks can be managed either from the Daybook pane on the Vision Front screen, or
from one of the six tabs within the Daybook module itself:

Front screen
My Daybook Tasks (page 31) - Lists all your uncompleted tasks.
Daybook

To Do (page 33) - Lists all the outstanding tasks awaiting your
attention.

Tasks I've Issued (page 41) - Lists all the tasks you have sent
awaiting action.

Tasks I've Actioned (page 43) - Lists tasks you have completed.

All Outstanding Tasks (page 46) - Lists all the outstanding tasks
within the practice.

Tasks for Patient (page 46) - Lists tasks linked to a specific patient.

Announcements I've Sent (page 47) - Lists announcements you
have issued.

Daybook Pane on the Vision Front Screen

The My Daybook Tasks pane is displayed on the Vision front screen. It displays a
list of uncompleted tasks:

assigned to you
assigned to group(s) you belong to
assigned to all practice staff

Exactly as in your Me and all my groups view within your Daybook To-Do list,
Tasks are ordered by descending due date.

31



SYS, Live System

by Dayhook Tazks

Q Due: 22-Feb-2013
Referal

Q Due: 21-Feb-2013
ted 3 Certificate

Due: 21-Feb-2013
Q. tedication B eview to Doctor
AKTAR, Sean, 26-Aug-1995

Q‘ Due: 21-Feb-2013
Remember to do POP [zelf azzgined tazk)

Matitication and Announcements

[' | Due: 01-Mar-2013
“ Practice Meeting to discuss CCG s

Notifications and Announcements displays any active Notifications and
Announcements from Daybook.

Tasks and 'Notifications and Announcements' are symbolised by priority and status
in the following ways:

..[_ I Task announcement
Task completed

*-'5 High priority task

7 Low priority task

- @ Task is a normal priority

‘& Overdue high priority task

_ % Overdue low priority task
-

k=)

Overdue normal priority task

Task returned
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To open a task in Daybook, double-click on it, this launches Daybook with that
particular task selected.

Please note the following

For practices in England using EPS2, please remember that you must
have the activity BO093 allocated to your Smartcard in order to access
Daybook. See Security - England (page 67) for details.

The task refresh rate for the Daybook panel is as specified in the
'Check for new tasks Refresh tasks and announcements every'
box in Daybook Options - Startup and Alerts (page 68).

To-Do

To view tasks allocated to you individually or as a member of a staff group, from
the Daybook main screen, click on the To-Do tab.
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Task

Launch Vigw

\-I:_p

Add Comment

Edic W wiew Docurment

Task,

X o

Reissul@ ‘Withdraw Reject

Ackion

Accept De | wigw al

&

[Mew appointment  Caons

Patient

IMan|

Show tasks assignes

& Filker: |

Skatus | Descripkion | Due Date' I Issued B I Issued On I Last Actioned On | Patienk I _aktegor:
+ test task 26/09/2018 Helen Dootson 2670972018, Alex Smith

f Prescription Request 24/09/28 Heler Dioatzon 24/09/200813.. Alex Smith

Bepeat Hequestl 2870972018 17:00 Receptiom ... Helen Dootson 2640972018 .. Sandra Carmen
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The To-Do tab can be filtered to show tasks assigned to:

Me and all my groups - You plus any groups you belong to.

Me (by somebody else) - You by somebody else.

Me (issued by me) - Self-assigned.

Groups by name - Separate groups you belong to.

Show basks assigned kto: |Me and all my groups -
Skakus I Descripkion Me and all my groups
y —Me (by somebody else)
. Test for pricr '
= f - Me (issued by med
X test tor pru *ackion Required
!' Telephone Cpgceors
o Practice M
b Phana Pak

Example of the To-Do tab filter

The To-Do tab has the following columns:

StatusThis
enables

When ordered by priority, items are grouped according to whether

<

they are Urgent..' *-F, Routine. , Low. '\'/', Replies or notifications

of Returned Tasks.

Description

The short description of the task. This can be sorted alphabetically.

Groups items according to Due Date in the following categories:

Overdue
Today
Due Date Next 7 days
Future
An option can be set to automatically navigate to today when the
list is opened.
ﬁzs'g"ed The full list of recipients of the task.
Issued By |The person who raised the task.
Issued On The date and time that the task was raised. For tasks issued before
DLM 470, the Issued On date displays as unavailable.
Patient The name and date of birth of the patient attached to the task,
blank if there is no patient. Can be sorted alphabetically.
Category Groups the items according to your user-defined categories.
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The To-Do tab can be ordered by any of the columns by clicking on the column
header required. Unread items within the list are shown in bold.

When you select on an item, a reading pane is displayed containing:
Full text as entered when the task was defined.

Any comments or actions added by recipients of the task. This acts as
the audit trail for the task.

If a task is viewed via the reading pane for longer than the time span defined in the
set up, it is automatically marked as Read. The default time on this facility is 5
seconds, see Lists (page 69) for details on how to change this setting.
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Actioning and Completing Tasks

To action a task that has been allocated to you from your To-do tab:

1. From the Daybook main screen, select the To-do tab J To-do I:
2. Double click on the task required and the task is displayed:

W Home Yisit Required - 1Ol =]
t:l_!_ / @ x = ‘ v & hecept W £dd to medical histary
. (74 Mew appaintment o Edit contact details

&dd Comment  Edit  Reissue  Withdraw View Document | Reject Complete Decli
é? mrins l Consultation Manager
Task Action Express Interest Stacey Babbage
Skatus: - Qutstanding (Urgent Priority) Issuedon:  1OJ0Z/2016 11:47
Issued by:  Fiona Yenus Header information for Due:  Wed 10/02/2016
this task

Read By: Fiona Yenus
Currently assigned to:  Fiona Yenus; Caral Saturn; Jane Mars; Michael Mepturte;—ararroopmer

| This task has been i d a priority of Urgent.

Histary | Stacey Babbage .
Patient

um 10/02/2016 11:47 7 Fior=e . )
lemographic

Urgent tab

10/02/2016 11:47 - Fiona “Yenus - Edited

Task History displays

Original recipient list: Fiona Yenus; Carol Saturn; Jane Mars; Michael Neptune; Sarah Jupiter the full audit trail of this
task to date, this

includes the task itself

Close

3. Action the item as required using:
+:r
»

Add Comment

/

Edt  Egdit - Opens the original task allowing any changes to be
made. The change is recorded in History with staff name, date and
time of edit.

=

Reissi=  Reissue - Select to reissue a task.

X

withdrav \withdraw- Select to withdraw the task, only available if you
are the originator of the task.

Add Comment - Select to add comments to the task.

5

view Document yjew Document - Select to view an attached document,
only available if a document is attached to the task.
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-

REE Reject - Select to return the task to sender unactioned.

\&.;’

Complete Complete - Select once the actual request (the doing of the

task) has been completely finished.

- If a Read code has been assigned to the task template an SDA
appears. Enter the data requested and select OK, or select Cancel to
continue without recording data. If Cancel is selected the No clinical
entry has been made message is displayed, select Yes if you want
to mark it as complete without adding a clinical entry, or No to leave
it as outstanding.

¥isionTaskManager X|

Mo clinical entry has been made, do wou still wish bo mark the task as complete?

‘fes Mo | Cancel |

- If no Read code has been assigned, Completing task is displayed.
Add comments if required and tick Send notification to the
Author’s to-do list if appropriate. Select OK to save and close.

c/:? Accept
Accept - Select to accept a task that has been sent to

more than one member of staff. The Accept Task screen is displayed,
select either I shall deal with this task, assign it exclusively to me
which removes it from everyone else’s To-Do tab, or Do not change
assignment, but indicate to others I am working on the task which
leaves it available to be picked up by other staff members. Select OK
to save and close.

off Accept Task x|
Clinical Meeting

% 1 shall deal with this task, assign it exclusively bo me.

" Do not change assignment, but indicate to others T am working on the kask,

Ik I Cancel




4? Decline
Decline - Select this option to decline the task, the
Decline Task screen is displayed, select either

- I will not deal with this task, remove it from my To-Do list which
removes the item from your To-Do list.

- I am unlikely to deal with this task but will continue to monitor it

(leave it in my To-do list) which leaves the item on your To-Do list.

Select OK to save and close.
& Decline Task x|
Clinical Meeting

% T will not deal with this task, remove it from my To-do list,

£ 1 am unlikely ko deal with this task, buk wil conbinue ko maritar it deave in my To-da lisk),

Ik I Zancel

- Add to medical history - This displays a Read Dictionary
screen where you can add medical history in the usual way enabling
you to record data in the selected patient’s record.

" New Appointment - Launches a free slot search. Select the

date required from the Date list and then highlight the appointment
you want to book. Select OK. A Confirm Appointment screen is
displayed; Additional Notes can be added here if required. Select
Confirm. On booking an appointment, you are offered an option to
Complete the task. Complete the task if appropriate.

~iolx]

Dabe: 25062014 = Laurch Appointmerts
Time | Session | Tvpe [ witk -
1030 A A Noemal CLINIC

10:30 A A Mcemal Daweer Kighiey

1140 A A Moemnal CLINIC

1140 4 A Mcarnal Duarve Kaighley

11:50 4 A Noemal CLINIC

1150 4M A8 Roermal Dave Keighley

1:00 P P clirical Pocermal CLINIE

1:00 P P chirscal Mosmmal Darver Kerighley'

L:0D P P chiriical Noemal CLINIC

1:00 P P cliracal Naemal Diawe Keighley

1:20 PM P clinical Pocermal CLINIC

1320 P P chirscal Moemal Davve Kebghley 1

1230 P P chirical Noemal OLIMEC

1:30 P P clirscal MNoernal Duave Ksighley

1140 P P cliniical Mcernal CLINIC

1:40 P P chindcal Mcrmal e Kighdey

1:50 P PM chrscal Moemnal OLINIC

1:50 FM P cliriical Mcarnal Duarve Keighley

2:00 P P clirical Noemal CLINIC

2:00 F# P clinical Fcemal Dave Keighley

210 P P clirsical Moemal CLINIC

20 FM P clirical Mcermal D Kmighley

2:30 P P clirical Noemal CLIMEC

2:20 P P clirical MNoemasl D Keighley

2:30 P P clircal Pocermal CLINIE

2130 FH P chirscal Moemal Daarver Kerighley' -
i | ®

Ok I Carcel J
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Consultation Manager - Launches Consultation Manager and
selects the patient assigned to the task. The task remains open.

Edit contact details - If the task is attached to a patient, you
can update the contact details for a patient from here.

4. Select Pl to close.

If another member of staff is accessing a task when you double click on it, the Task
displays with a red The task is currently locked by another user bar on it.

This task is currently locked by N Clarkson.

Rejecting Tasks

To return a task to its originator, without actioning it:

-

1. Highlight the task and select Reject P&t
2. The Rejecting Task screen is displayed.

&' Rejecting task - O x|
Home Yisit Required
Returning Lo issuer:  Jane Mars
Camment: || ;I
=
O, | Cancel |

3. Enter a reason into Comments.
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& Rejecting task

Home ¥isit Required

Returming toissuet:  Jane Mars

=10l =|

Comment: | Sarey, mo time today, Could wou pass it ko someone else?|

Ik

Cancel |

4. Select OK to save and close.

The task is now returned to its originator.
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Tasks I've Issued

The Tasks I've Issued tab displays all the tasks created and distributed by you or
groups that you are a member of, that are either still 'outstanding’ or 'completed,
notify when task complete'. The tasks can be filtered using the Show tasks issued
by:

To-do | Tasks I've Issued | Tasks I've Actioned | Al Quks

Shiow basks issued by |Me = | th
Status | Descriptior TE _ o L
=3 Practice Action Fequire 39

4 . Dwackors
. ) I:hrl":al M Eb‘llrly [ T E A N A T B

You can filter the tasks displayed by ticking the type of tasks required on the that
are list.

that are; |Outstanding, Rejected, Completed | =

I .ﬁ.ssigné o | (Select ally

9 [ANP o | Dukstanding

Doctal | Rejected
9 Japne ¥ Completed

Ik Cancel

Select All - Displays all the following tasks.

Outstanding - To view all tasks that require action.

Rejected - To view all tasks that have been returned to sender.
Completed - To view all tasks that have been completed.

Outstanding tasks can be:
-i"':r

Commented on - Click Add Comment #99Comment 5 24d a comment

to the task.

Edited - Click Edit 213 to make any changes you require and then
click OK save. The edited task automatically updates as unread for all

its recipients.

Resent - Select Reissue F&5U2  and then click OK.

X

Withdrawn - Click Withdraw *thda% 304 then Yes to the "Are you
sure you wish to delete selected task?" message.

Rejected tasks can be:
Resent - Right click on the task and select Resend.
Withdrawn- Right click on the task and select Withdraw.
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(O Note - Returned items are indicated by 2in the Status column.

Completed tasks can be:

=

Reissued - Click on the task and select P55U%  Reissue.
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Tasks I've Actioned

The Tasks I've Actioned tab lists all the tasks that you have been personally
responsible for actioning (either completing or returning to sender). Tasks can be

reissued from here:

1. From the Tasks I've Actioned tab, double click on the task and select

=

Reissue Reissue

B call Mr Jones at Kings
C 0 Q H Add to medical histary
-

U Mew appoinkrient o Edit contact details
Add Comment  Reissue
l Cansulkation Manager

Task ann King
Skakus: Completed Issued on:
Issued by Fiona Yenus Due:
Carpleted by, Fiona Yenus Completed on:

Read By, Fiona Yenus

Currently assigned to:  Fiona Yenus

History | Ann King
EE 13/05/2014 14:41 - Fiona Yenus - lssued

e Heferral Letter

13052014 14:60 - Fiona Yenus - Edited
13052014 14:57 - Fiona Yenus - Edited

Re referral

13052014 14:59 - Fiona Yenus - Recorded clinical itetn

gH...00

Referral for further care

=10f x|

Tue 13/05/2014 14:41
Tue 13/05/2014
Tue 13{05/2014 15:00

=l

2. Reissuing Task is displayed; enter the task details as described in Adding a

Specific Action Task (page 18).
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= Reissuing task x|
Descripkion: _all My Jones at Kings
¥ attached to patient:  Ann King Change Patient. ..
On completion, add
¥ to mediu:pal hist::ury: &H...00- Referral for Further care Change Read-code. ..
r Makify me, when task is complete
Due 130572014 - | ak; -
Priority: " Urgent % Mo priatity escalation
' Routine ™ Escalate priority, if not completed by 14/05/2014 23:59
0 Low
Ta: Dockors; Fiona Yenus; Choose. ..
Cornments: :I
=
(4 Cancel

o,

Ly

3. Select OK to send and close. The History of the task is retained for audit

purposes and the reissue is displayed in History.
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M call Mr Jones at Kings -0 =l

t:l_!_ / x ﬁ % [fe.ﬁ.ccept

# Edit contact details

Add Comment  Edit Delete Reject  Complete .._? Decline ;
Task Action Express Interest Ann King
Skakus: @ Outstanding (Roukine Priority, Owerdue) Issued on:  Wed 14)05/2014 12:45
Issued by Fiona Yenus Due:  Tue 13/05/2014

Read By, Fiona Yenus

Currently assigned to:  Dockors; Fiona Yenus

Histary | Ann King

TV
;l

13052014 14:59 - Fiona Yenus - Recorded clinical itetn

aH...00
Referral for further care

1305/2014 15:00 - Fiona Yenus - Completed

14052014 12:45 - Fiona Yenus - Reissued

Re Referral

=

Close

All Outstanding Tasks

The All Outstanding Tasks tab displays all of the tasks that have not yet been
completed. This is regardless of to whom they have been allocated, but does not
include Task for me (self —assigned) tasks.

It is possible to claim and action any of these tasks, by double clicking on the task
and processing in the usual way. See "Actioning Tasks (page 36)".

(D Note - Self-assigned tasks created by other users are considered
private and do not appear on your All Outstanding tab. If however,
a self-assigned task has been allocated to more than one person, it is
displayed on every member of staff's All Outstanding tab.
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Tasks for Patient

The Tasks for Patient tab allows you to view outstanding and completed tasks for
a specific patient:

1. From any tab, press <F3>, or select the Tasks for Patient tab and select
Select a patient.

| To-do | Tasks I've Issued | Tasks I've Actioned | &ll Qutstanding Tasks | Tasks for Patient | annow

Patient: = || Select a patient....

2. Select Patient is displayed; select the Search Attribute required from the
list and then type the search criteria into Search Details and select Find.

3. A list of patients that match your criteria is presented. Highlight the patient
required and select OK.

4. The Tasks for Patient tab is displayed with all tasks available for the
selected patient listed and the patient demographic displayed at the top of
the list.

| To-do | Tasks I've Issued I Tasks I've Actioned I &ll Outstanding Tasks | Tasks for Patient | Announcements I've Sent |

. Patient: | Cora Dalgleish, Dob: 05071945 = || Select a patient. ...

MHS Mo: 405 727 1678
Gender:  Female
Drate aof birth: 05 July 1945 (68yrs)
CQcrupation:  Teacher training teacher (0322.00)
Telephone: Mot specified
Email: Mot specified
Addresses: 50 WILMOTT CLOSE, LEEDS, 299 922

Skatus | Description | Due Date | Assigned To | Issued B | Issued Cn | Categor |

[+ Review required 1370572014 Nurges Fiona Venus 13/06/2014...

5. Double click on any of the tasks and action as appropriate.

Outstanding tasks for the patient are also displayed in Consultation Manager and
Appointments. See Managing Tasks from Consultation Manager (page 48) and
Managing Tasks from Appointments (page 49) for details.
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Announcements I've Sent

This tab displays all the announcements you have created. The following actions
can be made to Announcements:

48

|

“PEN  Open - Displays the announcement.

ol
Add Cormrment

Add comment - Allows you to add comments to an
announcement.

/

Edit  Edit - Allows you to update the announcement (only available

if you created the announcement).

Mark as unread - Available from the right mouse menu, allows you to
mark the announcement as unread.

Remove from list - Available from the right mouse menu, allows you
to remove an item from your list.

X

WISk \withdraw - Only available if you are the originator of the

announcement, select Withdraw to remove the announcement across
the practice.



Managing Tasks from Consultation Manager

Outstanding tasks are displayed at the top of Reminders within Consultation
Manager on each patient.

Jean BADDOCK 67 -

127081944 (F)

Cutstanding Tasks:

(» 02/09/2011 test dayhook task

!B 130942017 urgent owverdue task

(B 13/09/2011 routine owverdue task

M 137092011 [owy priariry overdue task
16/09/2011 taskthatis not overdue

Feminders:

1E manual reminder

To action a task from Consultation Manager:
1. Double click on the outstanding task.
2. The selected task is displayed.
3. Action the task in the usual way. See "Actioning Tasks (page 36)".

To view all tasks relevant to a selected patient from Consultation Manager:

1. From Consultation Manager, select Tasks — View All Tasks.

* ' Cora DALGLEISH 68Y - 05/07 /1945 (F) {NHS No: 405 727 1678) 5
] Consultation  Summary  Guidelines  Add  List | Tasks Apps  View

AR ¢ [T @+ NG |
I p” F'ariﬂnrf:.Jl....wEIf?lp'.T.?f.....

2. All Tasks is displayed.

3. To select and action a task, double click on the required task and action in
the usual way. See "Actioning Tasks (page 36)".
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Managing Tasks from Appointments

Outstanding tasks are displayed at the top of Reminders within Appointments.

Jean BADDOCK 67Y -

12/08/1944 (F)

Dutstanding Tasks:

™ 02/09/2011 testdayhook task

!B 13/09/2017 urgent owverdue task

(B 13/09/2011 routine owverdue task

(i 137092011 low priorirty overdue task
16/09/2011 taskthatis not owverdue

Feminders:

1B manual reminder

To action a task from Appointments:
1. Right click on the outstanding task and select Task details.
2. Action the task in the usual way. See "Actioning Tasks (page 36)".

Managing Tasks from Mail Manager

Mail Manager contains the Auto-create set up options for specific Daybook tasks
linked to messages your system can receive, see Mail Manager Settings (page 65).
Tasks cannot be processed from Mail Manager.

CDA messages
- Auto-create 'Review clinical document' task
- Auto-create 'Message assigned to deducted patient' task

- Auto-create 'Failed message validation' task
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GPES Notifications (England)

The General Practice Extraction Service in England sends permission requests in the
form of Daybook messages which you need to approve before extracts can be run.
See GPES User Guide http://www.inps.co.uk/my-vision/user-guides-
downloads/user-guides/regional-user-guides/england/gpes for full details.

GPES Stage 1 (page 52) and Stage 2 (page 52) Notifications are added as Daybook
tasks for all Vision users who are members of the "Gpes" group in Control Panel. If
your Gpes staff group has not been populated, GPES Notifications appear in every
staff members Daybook. All Notifications can be accessed from either:

The Vision Front screen

'lr'isiun - Live System

Modulez  Login Option: Help

Home Repaorting Messaging Utilities Manz

_l_ —3
28
i!l —

Consultation Manager Apps Controller Appointments

3YS

fly Davhook Tasks

Your Stage 1 and

is Tue 151172011 23:59 2 Notifications

test urgent are veceived herve

wed 16/11/2011 12:00

£ Home Visit
A, Matthewe, 10-May-1996
Wed 1500212012 23:59

i> Telephone Call Required
SMITH, Alice, 10-Apr-1992
Thu 100092015

£ Make an urgent appointment for specified patient ¢
SMITH, Amanda, 04-Jul-1970

Thu 100092015
£ Make an urgent appointment for specified patient

SMITH, Chantelle, 23-Mar-1996

Tue 15112011 23:59 ¢
- [

tact mmarenal

Matification and Announcements i
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Your To-Do List tab in the Daybook Module

Wision Daybook,

| Bra
=4
- Hame Mainkenance Launch Wignw
Epri () > Jf " E
Task  Taskfor me Announcement Action
Meswy Task Express Inkereskt

To-do | [Tasks I've Issued | Tasks I've &ckioned | Al ©utstanding Tasks | Tasks for Patient | Announcements I've Sent

Show tasks assigned ko: | Me and all my groups -

Status | Description | Due Date | Assigned To | Issued By - | Issued On | |

wad Telephone Call B... 10/02/2016 Fiona ¥enus Fiona Yenus 10/02/2016...
Home Yisit Reouired 1070272016 FionaVenuz: Carol Sa..  Fiona Venus 10/02/2006 11

Stage 1 Notifications
There are two stage 1 notification message types:

Queries - Received as Daybook tasks asking for your willingness to
participate in an extract. The task must be processed in order for the
extract to be scheduled and run.

Information only - Received as Daybook tasks notifying you of an
extraction due to be run.

From these notification messages, you can access a link to the NHS Digital website
which gives further information about the contents of the extract. It is strongly
advised that you review this information as some extracts may require patient
identifiable information. You must be logged into Vision with your Smartcard with
the relevant RBAC business functions to access these pages

(D Note - If you do not respond to a stage 1 notification before the
extraction date detailed in the notification, GPES assumes that you
do not authorise the extract to go ahead.

Stage 2 Notifications

Once GPES receives your extracted data, a Stage 2 Notification is sent back to
Vision and is received as another Daybook task. These can be for:

Information purposes only
Authorising a release of your data

Stopping the release of your extract

Processing GPES Notifications

(D Note - Only one member of the Gpes staff group has to process
each task.

Depending on the system you are using for task management either:
Daybook - See Processing GPES Notifications in Daybook

Tasks - See Processing GPES Notifications in Tasks
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Deleting GPES Tasks

As some GPES stage 1 and 2 notification tasks cannot be completed, there is now a
facility to delete GPES tasks to enable you to remove them from the To-do list of all
those that are in your practice GPES group.

To delete a GPES task:

1. From Daybook, initially attempt to complete a GPES task in the same way
as you complete any Daybook task.

E Remember - A completed task displays as Completed in the
History.

it s e A T T _J_l_’.}_f:i_l
i

il Crwsreral

Tash

b o Complsbed Issuesd ore GEF1ZGEGL4 101
Irpmsd by Bt O T RN 2300 4
Corigiihod by Srilel Db Completed org  Tue 022N 4 1145

Radd By:  Syohim igervreod
Currenthy sesgred tor - Extemsl

ey

[F] (%] 02922014 1912 - Extemnl - 1sgued
Thes is a GPES notification. Use the Complste' option 10 respond to this

QLALE01S 11:4% - Sysbem Supsrdcn) - Compleled

Completed

e ]

2. If when you attempt to complete a GPES task you are presented with the
following message "The GPES Notification details are no longer available,
please delete the task.":

Daybook Error x|

@ The GPES Matification details are no longer available, please delete the task,

3. Right click on the task and select Delete to remove it from the To-do list of
all those that are in your practice GPES group.

4. The 'This task will be permanently deleted. Are you sure?' message is
displayed.

Vision Daybook x|
This task will be permanently deleted. Are you sure?

Bl = |
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5. Select Yes to delete the task.
w Important - If you delete a task there is no Audit trail.

Managing SCR Error Message Tasks and Notifications
(England)

Daybook and SCR

The following tasks and notifications are created in Daybook as a result of SCR
activity in Vision:

ACS Mismatch Tasks (page 54) - For patients with a consent
preference of "Dissent" if the local consent record does not match the
Spine an ACS mismatch is created.

PDS Mismatch Tasks (page 56) - For patients whose local
demographic details do not match the Spine, a PDS Mismatch is
displayed each time the patient is selected until the PDS mismatch is
resolved. If the patient is "Unlinked" SCR messages cannot be sent
until the mismatch is resolved.

Queued items have been sent Notification (page 59) - When a
user works offline, any SCR updates will be queued until the user next
logs in with their Smartcard. When the queued message is successfully
sent a Daybook notification is delivered to the originator of the SCR
message to inform them their patient's SCR update has been sent. The
notification may contain multiple patient details, dependant on the
items queued.

(D Note - Queued items that are manually sent using the Queued GP
Summary utility will not generate a Daybook notification.

Notification of Transmission errors (page 59) - If a message could
not be sent correctly then a Daybook task is created so that action can
be taken by a system administrator or other nominated person. If
there are many failures, then these will be grouped together in a single
notification.

SCR task notifications are sent to all daybook users. If you would rather the
Daybook notifications were sent to specific staff to be resolved rather than all of the
practice staff and Clinicians, you can create a SCR group in Control Panel and add
relevant staff to the group. See Create a SCR Group in Control Panel onscreen help.
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ACS Mismatches

For patients with a consent preference of "Dissent" if the local consent record does
not match the Spine an ACS mismatch is created each time the patient is selected
in Consultation Manager until the consent mismatch is resolved. These messages
are sent to all staff unless you have created a SCR group, see Create a SCR Group
in Control Panel onscreen help.

1. From Daybook - To-do, double click to open the Consent (ACS)
mismatch message.

2. Select Consultation Manager * open the patient's medical records.
Check and resolve the patients consent details. See SCR Quick Reference -
Consent Model user guide on the Vision website for further details.

B Home Visit Required - Iﬂll]
00 | history
C o2 / x z - & Accept W 4dd to medical history
- 2 L h 74 New appointment 4 Edit contact detais
Add Comment  Edit 1= Wikhdraw L Reject  Complete {P Decline

B Consultabian Manager
Task i n E:xpress Interest

Status: @ Outstanding (Routine Priority, Owelldue)
Issued by Sean Spencer

Read By Sean Spencer

Currently assigned to:  Sean Spencer; [All Practice St

History | Eevin Girling
23/02/2015 12:34 - Sean Spencer - [ssued

SCR Announcement
Select to open

Select Complete when Consultation
consent has been added Manager for this
patient

Close

A4

3. Return to the Daybook task and select Complete ©mrlst2 3 comment can
be added to the Comment box if required. Eg Patient dissent recorded.
Select OK.
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|+ Completing task =10l x|

The patient's SCR Consent Preference must be confirmed before their GP
Summary record can be sent.

Commenk: ;I

[~

I | Cancel |

4. Select Close. The completed task can be viewed on the Tasks I've
Actioned tab.



PDS Mismatches

For patients whose local demographic details do not match the Spine, a PDS/Vision
Mismatch is displayed each time the patient is selected until the PDS mismatch is
resolved. If you choose to defer a mismatch, a SCR/PDS synchronisation is done
automatically. If the patient is successfully synchronised "Identity Confirmed" is
displayed in Consultation Manager. If unsuccessful, the patient is "Unlinked" and
SCR updates cannot be sent until the mismatch is resolved. See SCR PDS
Synchronisation in Spine Services - England - Summary Care Record onscreen help
for further details.

This is sent to all staff unless a SCR group has been created, see Create a SCR
Group in Control Panel onscreen help.

To process a PDS Mismatch message:

1. From Daybook - To-do, double select to open the PDS mismatch task.

2. Select the Consultation Manager * Jink to open the patient's medical
records.

B The patiert could not be spnchionized against PDS. Please resolve this izszue o that the patien... [B[=]

kL x i - & Accept B Add to medical history
N : " Hew appointment i Edit conbact details
Add Comment  Edit Weithdrawe Reject  Complete B Dedine
- B Corsukation Ml g
Task Action Exprass Inbanast Stacey Babbage
Stabus: @ Outstanding (Routine Priority) Issued on: 02032015 0938
Iszued by James Jones Dwe:  Mon 02/03/2015

Read By:  James Jones
Currenthy assigned to:  James Jones; [All Practice Staff]

Histary Baldwin Georgiey

£y Reidresh

MHS Mo: 946 191 5098
Gander: Mals
Date of birth: 13 July 1936 (78wrs)
Ccoupation: Mot specified
Telephone: Mot specified
Email: Mot specified

1 RYEDWALE CLOSE
¥R M
CLEVELAMD

TSLS SUN

Addresses:

3. Check the PDS details displayed and Update if possible to resolve the
mismatch.
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Please resolve the PDS,/¥ision mismatches

FDS Wigian
v Select Al [T Select Al
i Mz | € |Mrs
] Emelia | & |Emelia
i Zephia | € [Zephra
] i
i Bell | € |Eell
[y Q452226370 | & |9452226370
] 0540941959 | € |05/09/1953
e Female | € |Femals

bl ain Addreszs:
] i
{ 1 Lindizfame Avenue | £
oy Mew Waltham | € |Grimsby
r Grimzby | £ |Grmzby
] S Humberzide | € |S Humberside
[y DM3E 408 |
Set Contacts... |
Defer I |lpdate |

4. Return to the Daybook task and select Complete ©omrlet2 3 comment can

be added to the Comment box if required. Eg Patient's address details
updated. Select OK.

+ Completing task

The patient could not be synchronised against PDS. Please resolve this issue so
that the patient's GP Summary record can be sent.

Cornmenk:

=10l x|

Ik

=)

.

Cancel |




5. Select Close. The completed task can be viewed on the Tasks I've Actioned
tab.

Queued GP Summary Message were sent

When a user works offline, any SCR updates will be queued until the user next logs
in with their Smartcard. When the queued message is successfully sent a Daybook
notification is delivered to the originator of the SCR message to inform them their
patient's SCR update has been sent. The notification may contain multiple patient
details, dependant on the items queued.

This message is sent to the originator of the SCR update, it is not sent to the SCR
group.

See SCR Modules - Queued GP Summaries onscreen help for details of how to
manually send all queued messages for the practice.

To process a Queued GP Summary notification:
1. In Daybook, double click to open the Queued GP Summary notification.

2. Check the details and add a comment if required.

(T Important - The notification expires in four days.

"2 1 queued GP Summary messages were sent.

L ¢

add Comment  Edit  Withdraw

Announcernent
Senkt by:  James Jores Sent on:  02/03/2015 10:56
Sent to:  James Jones; [All Practice Staff] Effective from: Mon 02/03/2015 10:56

Expires: Fri 06/03/2015 00:00

Read By: James Jones

Hiskairy
020372015 10:56 - James Jones - [ssued

Announcemeant created

Close

3. Select Close to finish.
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Transmission Errors

Daybook automatically creates a task when there is an error in transmitting SCR
messages. The task may contain one or multiple errors. These tasks will be sent to
all users unless you have created a $SCR group, see Create a SCR Group in Control

Panel onscreen help.
Contact the Vision Helpl

ine for assistance to resolve these issues.

The following are examples of transmission errors:

Message t

oo large - The GP Summary message is too large to send

(Max 5MB). The GP Summary must be configured so that it contains
fewer clinical entries.

Withdrawal error - There was an error when processing a withdrawal

of the SCR

message.

Retry exceeded limit - An SCR message transmission was retried
over 3 times.

1 gueved GP Swm . TAZ2NYS James Jones

Foed | Tomhs Pve besued | Tesks Pve Actioned | A Oubstancdinsg Tasks | Tasks for Patient | Aevouncemsnts ['ve et
S ks asreed Lo: | M ared sl Sy grouge - 15} Fiter:
Fahis. e I

1 | 5CR wpedabes lalod 1o sond 1 20 A S Syalem Supei 122G

[*] . — . 2sanS o dames Jones VHAO2G.
@ Ther patisnt could nod ba spnchi, 12205 Jamaz Jonnz 12AR2MS

L e L oo TR AN S . damed Joned THARM ..
e 1 2AEANS System Supor_.  1ZAR/NG..
L - COPCT TR T DT 12 A0S Jamas Jonas, A0 dames Jone 12E2Ms.,,
=] Thee patiend could nod be spnohio.. . 120022015 James Jones; AN . James Jones ARG

1| | N

Sa: @ Cnstandng [Rotine Priority) Eusdont 1002005 Hald
lanmd b Sybatn Sugervibid Do Thay 12072015

Currently ssigresd boe [ Practice Staff]

Hetoey

Daren Chasp [NHS NO: 946 151 5100 | ereor Teanssnsion bo PSIS feled: vpdate GF summary
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Managing Announcements

Announcements are displayed in the Announcements pane. They are for
information and reference only and do not require actioning. As Announcements
have an expiry date, you do not have to process them in any way, they are
removed automatically when they expire. If however you wish to remove an
Announcement:

1. From the Announcement pane, right click on the announcement you wish
to remove.

2. Select Remove from list.

If you are the originator of an Announcement, you have the additional options from
the right click menu:

Add comment - Use to add additional comments to an issued
announcement.

Edit - Use to alter an issued announcement.

CIpEn Chrl+
= add comment ChrlH
S Edit Chrl+E

Mark. as read

Remove From lisk Delete

(O Note - Once an announcement has been removed, you cannot
republish it — you have to add a new announcement.
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Managing Notifications

The Notifications pane displays messages that are created by Vision itself, these are
known as Notifications:

Notifications
Type Received Description
iTask completed 18/12/2013 13: 16 order medical items

To manage Notifications:
1. Right click on a Notification and select from the list displayed:
Select in "Tasks I've Issued" list,

Remave Framm lisk Delete

Show task in sent list - This takes you to the original task you sent
and is used for tasks you have initiated and that are overdue.

Remove from List - This option deletes the notification.

62



Daybook Settings

You have various setting options within Daybook that should be considered:

Moving panes within Daybook (page 63) allows you to change the way
Daybook looks on an individual basis.

Daybook to open automatically (page 65) to open Daybook on Vision
log in.

Mail Manager Settings (page 65) to auto-create tasks from messages
received.

Security (page 67) to ensure all staff have access to Daybook.
Options:

- Start up and alerts (page 68) to select tab and refresh settings.
- Lists (page 69) to select read times and set up Categories.

- Tasks (page 69) to set Task Comment and notification options.

Practice settings (page 70) to set your practice opening days.
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Moving Panes Within Daybook

From Daybook - View there is a padlock button:

™ A
Urlacked | ock window layout - Unlocked - You can change the
positions of the panes.

Lock |
| Lock window layout - Lock - The panes are locked and

cannot be moved.
To rearrange the various panes within your personal Daybook screen:

B | 1A
A, | L el
I Y e A
ts Lock |
1. Ensure the padlock button is Unlocked “™M**=9 if not select Lock
to release it.

2. Click and drag the pane you wish to move.
3. Compass type arrows appear in the middle and at the edges of the screen.

i
— o Vers Lamsach
@O
. Sweitch bo trackiond mena and booker

Urdocked  Fmset

warhow Lavout d J
Tad | Sasks Tvmimued | Tashs fow ictored |l cutstandng Tasks | Taska for Pty | Seourcements Tve Sar

Properties {Select Task or Announcement 1o view )

S tashs assigredin: [Me and ol my s al.|

Bate | Persrpton | Dun pate | Aspgrnsl To | pepumdmy | mmmd on | Patiet | ovngory

i Telgtors Cal Roga . 1STRZ022258 (Al Piactics Seat] =T VAN 15, Ades St

i Wome Vi Flsgared 031122158 Docwon [— B Az 43

i Home Vil Regui . 30°11/2001 2359 Doctos Jann Wass IO Peal Fagan Dl’ﬂg and dr‘ap 'H’le
“ Prochice Mosting  24M0/2012 2359 AN Prockios Stall]  Cowl Solum 2470720012

(] Clirvc al Mectmg 24022 2359 Doctos, Nyeer ot un AN 2

i Home Vi flooured  OSMI2C011Z389 Dooon 9 are Mt B2 13 Joan H pﬂl’lﬂ Hou want to

L=}

move on the the

arrow displaying

the position you
require

L

4. Drop the pane you want to move on to the arrow displaying the position you
require.
5. Repeat the moving process until the screen is displayed the way you require.

o,
™ A

6. Select Lock ' to save the screen.
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N |
e |
Lt-

Lok
If you have locked the current layout, Lock | | is displayed in gold, select

)
Reset

Reset to release the lock and to be able to move the panes again.

Daybook to Open Automatically

Daybook does not open automatically when you log into Vision, to set it to open
automatically, from the Vision front menu, select Options - Daybook Startup.
This is an individual setting.

m ¥ision - Live System

tModulez  Login Dptiu:unsl Help

Home Rep Setup...
|1z Advanced Printing
_._ |z Advanced Label Printing
i la M ailbow Startup

DR SATUR Daybook Startup

[nztall Met Framework,
by Daybook Tasks

Consultation ME;E—Mﬂﬂ'Mﬂmgurﬁ'mﬂup— i
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Mail Manager Settings

Mail Manager contains the auto-create set up for Daybook tasks required for
messages your system can receive:

CDA messages:
- Auto-create 'Review clinical document' task
- Auto-create 'Message assigned to deducted patient' task
- Auto-create 'Failed message validation' task
To set up the auto-create options:
1. From Mail Manager, select Tools - Options and select on the Daybook tab.

2. Tick against the options you require and select the designated recipient of
the task where appropriate:

Auto-create 'Review clinical document' task
Auto-create 'Message assighed to deduct patient' task
Auto-create 'Failed message validation' task

Options x|

Messagel F'gth-:ul-:ug_l,ll .-’-'-.utgfilingl Eettering  Dapboaok |
¥ Auto-create 'Review clinical document’ task
¥ Auto-create Message azsigned to deducted patient’ tazk

ISaturn, Caral j
¥ Auto-create Failed message validation' task

ISaturn, Carol j

ak. Cancel

3. Select OK to save.
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Security

(O Note - To change these settings, you must be logged into Vision
as an Administrator.

Access to Daybook is managed from Management Tools - Control Panel -
Security, see on-screen help for details. By default everyone has full access to
Daybook; this should be left so that all staff can access their own tasks.

England

If you have Role Based Access Control (RBAC) enabled, you must ensure that you
contact your Registration Authority (RA) to add Daybook access to all your staff.
The RBAC activity linked to Vision Security Function for Daybook is:

B0093 Create Work Item
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Options
To set up the options within Daybook:

by

1. From Daybook, select the Maintenance tab and select Options
2. The Daybook Options screen is displayed.
There are three tabs to allow you to personalise the way Daybook looks:
Start Up and Alerts (page 68)
Lists (page 69)
Tasks (page 69)

Start Up and Alerts
From the Startup and Alerts tab:

£} vision Daybook Options x|

Startup and alerts |Lists | Tasks I

Tritial Tab [To-Da List R

¥ on starkup, select first outstanding task due For today

Refresh tasks and announcements every: ISD 5: ceconds
Display alerts Far: IED 3: seconds (0 = Farever, unkil closed)

r Cnly show when minimised

Ik I Cancel

Initial Tab - Allows you to select the tab you wish to be initially
presented with:

- To-Do - lists outstanding tasks.

- Tasks I've Issued- lists tasks you have created.

- Tasks I've Actioned - lists completed tasks.

- All Outstanding Tasks - lists all outstanding tasks for all staff.

- Tasks for Patient - lists tasks for a specific patient.

- Announcements I've Sent - lists announcements you have sent.

On startup, select first outstanding task due for today - Tick to
display tasks that need to be dealt with today as the starting point
within Daybook.

Refresh tasks and announcements every - Using the up and down
arrows, select a time period for Daybook to be refreshed.

Display alerts for - Select a time for the system tray balloon tips
(alerts) to display by using the up and down arrows. To set the alerts
to stay on screen until manually closed, set to 0.
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Only show alerts when minimised - Tick this if you only require an
alert to appear when Daybook is not maximised.

Lists
From the List tab:

£} vision Daybook Options x|

Startup and alerks  Lisks ITasks I

Mark tasks as read when viewed For ||:| 3: seconds in reading pane (0 = off)

Zakegoties

| areen Category

Fﬁ] Blue Cateqory
[, Yellow Category

Iﬂfl] Fed Cateqory
F Black Category

(04 I Cancel

Mark tasks as read when viewed for nn seconds in reading pane
- Select the amount of time to view a task, by using the up and down
arrows, before it is automatically marked as read (where nn is a
number). Enter 0 to turn this option off and use the right click option
to mark as Read.

Categories - Each user can categorise their own tasks for your their
own reference using different colour flags. The text associated with the
flags is initially based on the colour of the flag, it is changed by right
clicking on the flag and selecting Rename. Type in the new text and
then select OK to save and close. To use the flags see "User Specific
Categories (page 80)".

Yision Daybook x|

Enter the descrption for this uzer-defined category

Cancel |

IF'aIIiative Patient
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Tasks

From the Tasks tab you can set the following personal options for your individual
Vision account:

£} vision Daybook Options x|
Skartup and alerts I Lisks  Tasks I
When issuing a new task;

™ wamn me, if I do not provide ary comments,

When I mark a task as complete:

v Display box to provide comments,

™ Unless I've added an item ta a patients medical history (when completing).

™ Default ko sending a 'Task Completed' notification to issuer,

(04 I Cancel

When issuing a new task:

- Warn me, if I don't provide any comments - Select to prevent
yourself from sending tasks with no comments.

When I mark a task as complete:

- Display box to provide comments - Tick to automatically display a
comments box when you complete a task, this can be a useful option
for audit purposes.

- Unless I've added an item to a patients’ medical history (when
completing) - If you have selected the "Display box to provide
comments" option, you can tick this option if a medical history entry
has been automatically made, as an additional comment should not
be necessary for audit purposes.

Default to sending a 'Task Completed’ notification to issuer -
Tick to send a completion notification to the originator of a task each
time you complete a task.
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Practice Settings

Practice settings are used by Daybook to work out when a task is due; it enables
the system to skip weekends when a due date is entered as nn days (where nn is a
number).

1. From Daybook, select the Maintenance tab and select Practice Settings

O]

Prackice
Setkings

2. The Practice Settings screen is displayed. The default is Open every day

3. Using the available lists of Open and Closed, select the days your surgery is
closed.

=1 Practice Settings x|

Practice ‘Waorking Days:

Monday

Tuesday IODE”

|

Wednesday IOpen

Thursday IOpen

Friday I':'F'El'l
Saturday ICl':'SE'j
Sunday ICIDsed

L L L e e L

Ik I Cancel

4. Select OK to save and close.

Important - This is a Practice wide setting, not an individual
setting.
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Task Utilities

Within Daybook there are several utilities that assist in the day to day running and
management of tasks:

72

Task Templates (page 72,
http://www.inpshelp.co.uk/DLM470/Daybook/index.htm#26847) -
Enables templates to be set up for common tasks.

Maintain Frequent Task List (page 78) — Ensures the templates you use
most are offered first.

User Specific Categories (page 80) — Allows you to colour code for your
own tasks.

Out of Office (page 81) - Notifies anyone allocating a task to you that
you are not available.

Archive Old Tasks (page 83)- Enables you to set an individual
archiving protocol to manage your initiated tasks.


http://www.inpshelp.co.uk/DLM470/Daybook/index.htm#26847

Task Templates

Many tasks have certain things in common, eg Make an urgent appointment always
has a patient attached, always has an Urgent priority, and may always be assigned

to the same staff group. Task Templates 2 TE™PlaEs o o therefore available for
selection when creating a task to speed up the entry of more common tasks. There

are two types of Task Template:
Practice Templates - These can be created, edited and deleted by
anybody.

INPS Templates - These are created by the system, certain aspects
are available for editing depending on the template. - See INPS
Templates for details.

W |Maintain Task Templates _ 10| x|

Practice Templates | Edit
Appointment Required —

Delete

|

INPS Templates
INP3 Clinical review

Close |

To create or maintain Task Templates:

1. From Daybook, select the Maintenance tab and select Task Templates
Task Templates

2. Select the action you require:

Create New - To add a new practice template, select Create New.
See Adding a New Practice Template (page 74).
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Edit - To change an existing template, select the template and select
Edit. Change details as required and then select Finish to save and

close.

Delete - To delete an existing template, select the template and select
Delete. Select Yes to the confirmation message.

¥ision Daybook |

“'?/II Are wou sure you wish to delete task template ‘Referral ‘7

Yes | Mo I

(D Note - You cannot delete INPS Templates. .
! P Adding a New Task

Template
To add a new task template to Daybook:

(O Note - Check there is not already a Template for this task;
Daybook does not check for duplicate Templates.

1. From Daybook, select Task Templates = |5 Templates and select

Create New Creake Mew, ..

2. The Add Task Template screen is displayed.
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B Add Task Template E3

Template Mame: IReauthDrise Repeats
The unique name of the kask template to be displaved in template lists,

Task Descripkion: IReauthDrise Repeats
The default description For tasks created using this kemplate,

Tasks created From this termplate are normally attached:

V¥ toa patient,

[ toa dinical document.

Default due date: |2|:| {as a dake offset From date of task creation)
Default prioricy: |Ru:uutine j ¥ Escalate priority, if not completed after:

(as a date offset from date of kask creation)

Defaulk recipients:  |Registered Gps;

on completion: [~ hatify the author
¥ #dd to medical histary SBL..00 - Other medication review

| Choose, ..

h

Inikial camments: | Can you review and reauthorise the Fallawing:|

[o]4

Cancel
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3. Complete the template with as much information as you can, use the
comments on the form for completion guidance:

Template Name - Enter a name for the template.

Task Description - Describe the task being requested, this text is
displayed when adding a task from the template list.

Tasks created from this template are normally attached
- to a patient - Tick if this task should be attached to a patient.

- to a clinical document - Tick if you require a document to be
attached to this task.

Default due date - Enter the normal time span required, eg 3d for 3
days, 1w for 1 week.

Default priority - Select Routine, Urgent or Low Priority from the list.

Escalate priority, if not completed after - Check to set the priority
of a task to increase if not completed by the date offset entered.

Default recipients - Staff can be selected by typing their initial letter
as well as by selecting on Choose...:.

E Remember - Staff Groups are set up through Control Panel.

On Completion

- Notify the author - Tick if you want a notification to be
automatically created.

- Add to medical history - Tick if required. A Read Dictionary screen
is displayed. Select the Read code you require and select OK to save
and close.

O Note - Any Read code entered here is recorded to the patient’s
record and should therefore be accurate and QOF appropriate.

Initial comments - Enter any text that is relevant.
4. Select OK to save and close.

INPS Templates

The following system created templates are available and should be viewed and
edited where appropriate to fit your practice protocols:
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INPS Clinical review, see Setting up the Clinical Review Daybook
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Setting up the Clinical Review Task Template

Daybook

When messages are received a Clinical Review Daybook task can be
automatically created to notify the message recipient. This task is based on the
INPS Clinical Review task template. This template must be reviewed and updated
to match your practice protocols.

To review and update the INPS Clinical Review task template:

Z
Daybook

1. From Daybook , select Maintenance - Task Templates

Task Templates )
2. Maintain Task Templates is displayed.

M| Maintain Task Templates _ 0| x|

Practice Templates | | Edit...
Reauthorise Repeat Meds —

Delete

Fractice Templates -
Templates created by
your practice

INPS Templates
INPS Clinical review

INPS Templates -
created by Vision to

facilitate functionality

Close

3. From INPS Templates, highlight the INPS Clinical Review template and
select Edit.

4. The Maintain Task Templates screen is displayed.
5. The following options are completed automatically on your behalf:
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Template name - INPS Clinical review

Task Description - Review clinical document

Tasks created from this template are normally attached
- to a patient

- to a clinical document

M| raintain Task Template x|
Temglate Mame:  [INPS Clinical review
The unique name of the bask‘aqus ko be displayed in template lists.

Task Description: |F:-e-.-'|=_+'..l clinical docurment
The default description For

this bemplate.

Tasks created from this template are normally attached:

F toapatient. e—— These options are
¥ toa clinical document, grayed out and
cannot be changed
Defaulk due date: |3d (a5 & date offset From date of task creation)
Dhef 3wk priority: [RWW :J [T Escalate priority, i not completed after: I

{as a date offset from date of task creation)

Defauk recipients: |Partners; m—
On completion: [~ Notify the author
™ add to medical history Change...

Initisl comments: | artached clinical document: is to be reviewed. Mark this task as complete, once reviewed.

OF Canicel l

Update the remaining options to match your practice protocols.

(T Important - It is highly recommended that you add default
recipients to this template. Clinical Review tasks are always assigned
to the staff who is allocated to the message, in case of staff absence
it is useful to have at least one other member of staff receive the
Clinical Review tasks. This is especially useful for messages that are
not automatically allocated to staff.

Change the Initial comments if required.
6. Select OK.




Maintain Frequent Task Templates

This function allows the most frequently used templates to be offered first when a
new task is added.

1. From Daybook, select the Maintenance tab and select Frequent

el

Frequent
Templates Termplates

2. The Maintain Frequent Task templates screen is displayed.

x
Frequent task templates | s= add &l basks kemplates |
Medication Meeds Printing Clinical Meeting
Home Visit Fequired Fire Alarm Test
MED 3 e 52 Practice Mesting
Telephone Call Required refferal

Mowe up Test Template 1

Test Template 10
Test Template 11
Test Template 12
Test Template 13
Set as defaulk Test Template 2
Test Template 3
Test Template ¢
Test Template 5
Test Template &
Test Template 7
Test Template &
Test Template 9

Move dovn

oK I Cancel

3. All available task templates are listed under All tasks templates:

Select the template you want to promote to the Frequent Task List
and select <<Add.

Repeat step 3 until all the frequently used templates are listed under
Frequent task templates.

To promote or demote templates within the Frequent Task List,
highlight the task required and then select Move up or Move down.

To remove task templates from the Frequent Task List, highlight
them and select Remove>>.

To set a default task, eg the task template you want to be offered
when you select Task each time, highlight the task you require and
select Set a default. Once selected, the task is highlighted in bold and
underlined. To remove the default, highlight the defaulted task and
select Remove default.
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E]Maintain frequent task templates

Frequent kask kemplates | <= add
Medication Meeds Prinking
Harne Yisit Required
MED 3 Remove ==
Telephone Call Required
Mave up
Mo down

Remove defaulk “

4. Select OK to save and close.

User Specific Categories

You can categorise tasks to fit your own criteria on your To-Do tab. The categories
have default names but these can be changed, see Options - Lists (page 68) for
further details.

To update the category of a task:

1. From any of your task tabs where you can see the task required, right click
on the task.

2. Select the Category you require.

= Open Chrl+0
#= add Comment ChrH-w
/7 Edit Chrl+E

L]  view tasks for patient

Mark. as read

é Accept F4
é;;‘ Dedline F5
2 Reject F&

Complete F7

Green Cakegory

CRETET

Blue Category
Yellow Category
Red Cakegory
Black Categaory

IUncategorised

3. The task displays with the relevant colour in the Category column. This can
then be displayed in category order by clicking Category.
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> Fire: Dril at 2pm today - Vision Dayboak

Humne Maintenance Launch View

_Dl&.l © '_,f."/ - :—rx =y

ak  Taskfor me  Announcement Open Add Comment  Edit ie SAthdrawe |

[ Snnouncemnent Action Express Interest P.
Toda | Tasks I've Issued | Tasks I've Actioned | All Outstending Tasks. | Tasks For Patient | Announcements T've Sent

Show tashs assigned to: | Me and all my groups x

Status | Description | Due Cate | Assigned To | 1ssusd By | Issued On | Last Actioned on | Patient [T Category ]
i Fiefer to Mi Jores 10/0272006 Spstem Supesyvisor Syslem Supervison  T0AIZ201E DG Aleander Alan I |— Green Categon |

Out of Office

You can set a number of Out of Office flags help manage tasks allocated to you
when you are not available.

(O Note - This facility can only be set up by the individual concerned.

Setting up an Out of Office

1. From Daybook, select the Maintenance tab and select Out of Office

Sll

Cuk of
office

2. Select Add.

3. Select the first date of absence in First Date Out of Office and then either
select a date in Last Date Out of Office or tick in Open-ended.

4. Add a description in Reason as required, eg Annual Leave.

5. If required, select Choose to select a member of staff to receive a copy of
your Tasks while you are away.

ks

First Dake ook of Office Last Dake Cuk of Office
[z5 uy 2016 M ERET T |
r Cpen-ended

Reason

I.ﬁ.nnual Leave

Dring this time petiod, Tasks assigned ko me are also assigned ko

Sarah Jupiter; Choose, .,

Ik Cancel

6. Select OK.
7. Repeat steps 2, 3 and 4 if adding more than one period of absence.
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8. Select OK to save and close.

If a member of staff has set an Out of Office, they are displayed on the User

Selection list with (Out of office).

Eelect staff members N [=] B4

Filter: |

|__—_||___|3 All Practice Skaff
..... [ . Associate Dockor
..... O 5 cCarol Saturn

..... [ . Fiona Yenus

..... D L @ay Corbett

..... D L Jane Mars

..... D L. Jane Receptionist
..... O 5 JayreBurns

..... [ .. Lindsay Bath

..... O & Locum Daoctor

..... [ 5 Mason Dorathy
..... D L Mel Earth

..... O & Michael Meptune
..... [ & Murse Prescriber
..... D 5 Practice Murse

..... [ & Sarah Jupiter
..... O 5 stella Winker

..... 5 Svstem Super}#isur (ot of office) |

..... D L Trainee Gp
----- O & wilson Danielle
..... O & Me - Carol Saturn
-] *action Required

I I Cancel

(O Note - Out of Office flags are for reference only. Allocated tasks
are still sent to recipients that have an Out of Office flag set.

Editing an Out of Office

To edit an existing out of office entry:

il

ik af

1. From Daybook, select the Maintenance tab and select Out of Office office

Select OK.

Select OK to save and close.

uos W
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Highlight the Out of Office that needs editing and select Edit.

The Out of office entry is displayed, update as required.



Deleting an Out of Office

(O Note - Expired Out of Office flags are removed from the system
automatically.

To delete an existing out of office entry:

il

ik af
1. From Daybook, select the Maintenance tab and select Out of Office office

2. Highlight the Out of Office that needs deleting and select Remove.

3. An Out of Office Settings message is displayed stating "Selected entries will
be removed. Are you sure?"

Out of Dffice Settings =]

\?f) Selected entries will be removed. Are wou sure?

Yes | Mo I

4. Select Yes to confirm.
5. Select OK to save and close.

83



Archive Old Tasks

In order that Daybook does not become unusable due to the amount of old tasks,
an archive protocol should be decided on. By default, completed tasks are archived
after 30 days. However, you can change these settings.

u Important - Archive is a personal setting. The items archived
are the Tasks assigned by you only, therefore a practice policy should
be decided upon to standardise this function.

Archiving Tasks

To set up an archive:

84

. The Archive Old Tasks screen is displayed.
. From Archive announcements and completed tasks: select:

. From Daybook, select the Maintenance tab and select Archive Archive

That I have issued, and are older than - by either over typing the
number of days, or using the arrows. The default here is 30 days.

That were issued by an external system and are older than - by
either over typing the number of days, or using the arrows. The default
here is 30 days. This currently includes Tasks received via Mail
Manager eg CDA messages, SCR messages and GPES messages

Archive automatically on closedown.

Prompt me on closedown if an archive is due.

. Select how you want the archiving to take place by selecting one of the
following:

I will archive manually by selecting this option - use the Archive

Now button to do this.

. Select on OK.

B Archive DId Tasks

Archive announcements and completed tasks:

That I have issued, and are alder than: =] = days
That were issued by an external system and are older than: |3|:| 3: days

" Archive automatically on closedown
% Prompt me on closedown F an archive is due

™ T will archive manually by selecting this option

Archive Tow | (04 I Cancel




Viewing Archived Tasks

1. From Daybook, select the Maintenance tab and select Archive View

&

Archive
Wiew

2. Archived tasks are now displayed on the Daybook screen, and an Archive
View banner is added to the top of Task and Announcement panes.

@ Vision Daybook o B &
— Hame Maintenance Launch View
S
0 @ e @ [wl=
Archive | Archive
View

Task Templates  Frequent Outof Practice  Options
Tools ‘ Archive ‘

Templates office  Settings

| Archive Yiew |

Todo | Tasks I've Issued | Tasks [ve dctioned | Al Qutstanding Tasks | Tasks for Patient | Annuun:*ts I've Sent: |
Show basks assigned to: | Me and all my groups =]

| Cateqgor |

Status | Description | Due Date | Assigned To | Issued B | Issuah | Last Actioned On | Patient

Archive View

Announcements
Archive Yiew

Notitications

Type Received Description

.|
Properties (Select Task or Announcement to view)

3. Archived items are read only. To restore an item from Archive, right click on
it and select Restore.

To close the Archive View, select Archive View - again.
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Appendix 1 — Daybook Task Scenarios

The following scenarios demonstrate how Daybook could be used within your
Practice.

(D Note - These examples are designed for use after you have
received basic training on Daybook and are a reminder of how useful
Daybook can be.

Visit Request

A patient has phoned to say he is suffering severe abdominal pains and needs an
urgent GP visit:

Reception
From Daybook, press <F2> to create a new task.
Select Template (or leave default), select the patient, leave Due date
as today, set Priority to Urgent, from To select all the practice GP's,
add Comments "Suffering from abdominal pains and needs urgent
visit" and select OK.

Clinician

From Daybook, select the To-do tab.
Select the new task (sent to the GP's group) by double clicking on it.

Select Accept and select "I shall deal with this task, assign it
exclusively to me" select OK.

Select Add Comment and enter "Can be with the patient in 30 mins",
select OK and then Close.

Clinician on return from visit

From Daybook - To-Do tab double click on the same task and select
Complete.

Enter comments if required, select OK to save and complete the task.
Select Close.
Reception

You can see from Daybook which clinician has accepted the task and
are notified when it is completed.
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Phone Message

Dr X’s patient has called to say that their new tablets are causing vomiting, and so
they would like some advice:

Reception

Clinician

Reception

From Daybook, press <F2> to create a new task.

Select Template (or leave default), in Description type "Please call",
select the patient, leave the Due date as today, set Priority to
Routine, from To select Dr X, add Comments "New tablets causing
vomiting, would like some advice". Select OK.

From Daybook, select the To-Do tab.

Select the new task by double clicking on it, in Comments type "Called
patient at 13.30, got no reply" select Save and then Close.

Later select the task again by double clicking on it, select Reject, type
"Called patient at 15.00, got no reply - Please assign to DrY as I am
finished for the day". Select OK and Close.

From Daybook, select the To-Do tab.

Double click on the returned task and select Reissue.
In To select Dr Y, select OK.
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