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Infroduction to DocHub

DocHub is the document management solution designed by Cegedim
Healthcare Solutions to support you in receiving, processing, filing and
managing the workflow of documents, both physical and electronic,
received by your practice.

The following overview shows the summary of a document moving through
the DocHub process:

* Documents are received either physically or electronically:
e Scan any physical document and save them to a drive on
your local computer.

Documents * Save electronic documents to a drive on your local
Received computer.

* Log into DocHub and select Upload files to upload new
documents to Not filed.

Upload to
DocHub

* Select a document to preview it.
* Complete Information tab to attach the document to a

Process the patient.
Document

s Either:
* Summarise the document straight away or,
* Workflow the document to be summarised later.

| 2 o N




Supported media files include:
JPG and .JPEG
.PDF

.DOC and .DOCX
JIF and .TIFF
PNG

IXT

.RTF

.ODT

.ODS

.ODP
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Logging in to DocHub

To log in to DocHub:

1. From your Infernet browser, enter http and press Enter on your
keyboard.

o Important - DocHub is not compatible with Internet Explorer.
Please use Google Chrome or Microsoft Edge.

2. Select Login:

Document Management Login

3. The Log in screen displays:

\I

Cancel

Complete as appropriate:
e Email Address - Enter your registered email address.
e Password - Enter your password.

/ Note - If you are a Vision 3 user, your registered email address
is the one entered in Vision 3 - Control Panel - File Maintenance -
Staff - Addresses - Communication Numbers.



http://http/
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/ Note - If you are using DocHub in a shared care setting, your
username and password is set up by your system administrator.

4. Select Sign in .

5. If you have multiple roles set up in DocHub, for example, if you work for
more than one practice, or a practice and a federation, you must now
select the appropriate role for this session:

\I

england -

F 9

Role v

Enter your role

D Keep me signed in

Computer Misuse Act 1990 Unauthorised access to the system is an offence

6. Finally, select Sign In again to display the DocHub Home
screen.

/ Note - On start up DocHub displays the Not filed folder by
default.

oSee Navigating DocHub on page 10 for details.
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Session Expired

If you are logged in to DocHub for over eight hours, you are automatically
logged out. You are presented with a warning 'Your session has expired.
Please log in again.":

o Session expired

Your session has expired. Please log in again.

To log back in simply select Close m and log in as hormal.

Inactive User

If you are inactive for 30 minutes while editing a document in DocHub the Edit
screen closes and unsaved changes are lost. You are presented with a
warning '‘Due fo inactivity your editing session for this document has been
closed and any unsaved changes have been lost':

A\ Inactive user

Due to inactivity your editing session for this document has been closed
and any unsaved changes have been lost

Select Close m to continue to use DocHub.
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B3I Dundee Practice

“ B ALL DOCUMENTS (1022) v
Not filed 798
Drafts 35
Filed 89

2 PATIENT DOCUMENTS [54) >

B3 SURGERY DOCUMENTS (32) >

B securep bocuMEnTs 12) >

Document folders

Deleted documents

@
@ B Deleted documents

< Not filed 4= selected folder

Showing 798 of 1022

B @&

Document Patient

271438-natureJandscape-path-mis... pg @ ot matehed

file-sample_100kB 1 (38).rtf

"

celors - Copy (19).png
1 page

Not matched

Indicates the document |4
has a task linked to it

colors - Copy (7) - Copy.png (181.png @ Mot matched
i ] t match:

file-sample_100kE 1 (38).rtf
P R Not matched

fle-sample. 1008 1 (38).1t rot matched

Sal 10 (11).pdf
Ao 1011130 @ oo

file-sample_100kB 1 (38).rtf, T

4P Indicates the staff
member currently
colors - Copy (6] - Copy - Cof PrOCEssing this document

“"‘”'f‘_'cu""“o”"-‘ Not matched

Sort data

Document type

Not recorded
ot recorded
Not recorded
Not recorded
Not recarded
Not recorded
Not recorded
Not recorded
Not recorded

Not recorded

Event date

Not recorded

Not recorded

Not recorded

Not recorded

Not recarded

Not recorded

Not recorded

Not recorded

Not recorded

[ | N

Status

Not filed

Not filed

Not filed

Not filed

Not filed

Not filed

Not filed

Not filed

ot filed

ot filed

Q = Filters
Filed date Upload date
Notrecorded o oor 0
Not recorded iJ;f;rJf-J? at 3

02-Apr-2023 at

Not recorded 1046

Not recorded 02 A.Dr-ZL'ZR at

10:46
Document .
Natrecorl - Actions menu >
Notrecorded o hpr023at H

10:48

Notrecordeq | D-APT-2023 2t

10:46
corded 02-Apr-2023 at :
Nt recorded et H

2-Agr-20,
Notrecorgeg  O2APr-2023at

10:46 :
02-Apr-2023 at .
Not recorded Tt H

See Uploading Documents on page 13, Processing Documents on page 17,
Viewing Filed Documents on page 44 and Document Actions Menu on

page 51 for details.
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Auto Refresh

The Not filed and Drafts folders automatically refresh when a new document
is added. A new document nofification displays at the bottom of the screen:

@ A new document has been added to Drafts

Drafts @ Upload files
Showing 135 of 1022 Q = Filters
E] Document Patient Document type Event date Status Filed date Upload date 1
pEi imagePdf (2).pdf Not matched Clinical letter 09-Aug-2023 Draft Not recorded 01-Apr-2025 at :
2 pages 18:44
””:i doc with image - Copy (4).docx Not matched Not recorded 04-Aug-2023 Draft Not recorded 02-Apr-2023 at H
1 page 09:10
m- uff img tiff Not matched Anaesthesia record Not recarded Draft Not recorded 02-Apr-2023 at H
1 page 09:10
m‘ columns.tit Not matched Administrative letter 05-5ep-2023 Draft Not recorded 02-Apr-2023 at H
1 page 09:40
B UuUUUUUUUUUUUUUUUUUUUUIUUUL.., utiff @ HEAD, Mandy (Ms) 02-Apr-2023 at .
F 1 page o NHS 411 119 6047 Administrative letter 03-Jul-2023 Draft Not recorded 09:40 :
,,.,Ei jDFI)E:; Copy (6) - Copy.png (13).png @ Not matched Anaesthesia record 06-Jul-2023 Draft g::—JBuTI—ZOZS at ggjgr—zozs at :
mk est - Copy (3).0xt Not matched Nuclear medicine 02-Jul-2023 Draft Not recorded 02-Apr-2023 at H
1 page report 1040
N colors - Copy (16)pn Auto refresh notification |
P"EI Py -Png Not matched Clinical letter Not recorded Draft H
1 page 1
,El col?rs - Copy (2) - Copy.png (23].png Not matched Administrative letter 01-Jun-2023 = .
1 page (@ Anew document has been added to Drafts X
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Refreshing Document Lists

You are notified of new documents in the in the following way when they are
added to the Filed, PATIENT DOCUMENTS, SURGERY DOCUMENTS and
SECURED DOCUMENTS folders:

Patient documents
Showing 54 of 1022 | 1 document sdded in Patient cocuments (' [y New document nofification Q = Filters
E] Document Patient Document type Event date Status Filed date ¥ Upload date
Z\E;S;Er:ple_mnkB 1E2)rt QE‘QL:JSAE; (Z’\gfs) Administrative letter 03-Jul-2023 Filed ;?705;2%2023 ?é:jgring at
ia;?:s 12 (11).pdf Fﬁjs:??(;s‘:as(i? Clinical letter Not recorded Filed ;?}5525023 ?é:jgring at
Ee?rgspdf iagz::{ ?:,!T;;;ua (hirs) Clinical letter Not recorded Filed ;;1—15;5722023 E’Efprmzs at
“-j ia;:?:: (11-paf iagzi:{ f:AEIT;;l(a (hrs) Clinical letter Not recorded Filed ;:1—15;2'22023 ?é::‘;uuzs i
'ﬁ g\z;s;gr'gplejoukm (38).rtf %ﬁ_quEZLiR} g)jvzl:wslg\mss) Anaesthesia record Not recorded Filed ;?-1516‘22-32023 ?é-‘:gr-zuzs at
iapr:gl:; - Copy (16).pdf 3:?2’:?&?? :J:[;m () Clinical letter Not recorded Filed ;?-15052;32023 ?é-:;r_ng o
B file-sample_100kB 1 (38).rtf SADDLER, ) 13-5ep-2023 02-Apr-2023 at
4 pages nHs 211 12]  New document notification Notrecorded Filed at10:18 10:46
?apn;\gl: 5 (11).paf ’:i@fﬁﬁr\gﬁ ggfs) lAnaEsthes\a record Not recorded Filed ;?S;E:DB ?é?jgring o
b colors (11).png @ A new document has been added to Patient documents Refresh X 13-Sep-2023 02-Apr-2023 at
“E‘ 1 page Filed at 09:31 10:46

1 document added in Patient documents (¢

¢ n document added in Patient documents -

Where n is the number of new documents added. Select Refresh
to refresh the document list.

e A new document has been added to Patient documents

@ A new document has been added to Patient documents Refresh

m to refresh the document list.

- Select Refresh
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Uploading Documents

It is quick and easy to upload a document from your local computer into
DocHub:

load fil
1. From DocHub, select Upload files :

Not filed Select Upload files Rt
Showing 846 of 904 Q = Filters
[: Document Patient Document type  Event date Status Filed date Upload date
.Ei %aﬂn:;e_é (9).pdf @ Not matched  Not recorded Mot recorded Not filed Mot recorded ?i:ﬁ‘erDB i
Eleﬁ-f::ple_‘ 00KE 1 (32).tf @ Mot matched Mot recorded Not recorded Mot filed Not recorded ?;I-j:r-ZDZB =
2. The Upload one or more files screen displays, either:
Upload one or more files
Drag and drop files here or click 'browse files' :
@J i 9 ) P i Q, Browse files
Supported file types include .doc, .docx, .pdf...
Drag and drop files Select to navigate
or folders here to where the files
are saved
Cancel

o Select Browse files, navigate to where you saved the documents,
select an entire folder, or individual files and select Open, or,

e Open your File Explorer and drag and drop the file(s) or folder
required on to the Drag and drop files here section.




. cegedim

. Healthcare Solutions

3. The documents start uploading. You have the opportunity to cancel

the upload, select Cancel X against individual files or Cancel all

X Cancel all

if you have uploaded files in error:

Upload one or more files

[l]J Drag and drop files here or click 'browse files'

e ) Q, Browse files
d file types include .doc, .docx, .pdf.

Uploading 2 files... X Cancel all | -m— Cancel all
uploads
R Whiteley.jpg
@ e %
G smith,j .
& ipg < Cancel individual
o upload

Cancel

4. Once uploaded, you have the opportunity to delete any documents
[ ]

not required, select Delete
B Delete all

against individual files or Delete all

if you have uploaded files in error. Once you are happy
with the documents uploaded, select Continue:

Upload one or more files v

@J Drag and drop files here or click 'browse files'

Q, Browse files
Supported file types include .doc, .docx, .pdf

. = Delete all
Successfully uploaded 1 file B Deleteall |dm— uploaded files
|
@ TestLetter.pdf — Delete
B 1 indiviual fles

Continue with
uploaded files ’ m Cancel

5. The uploaded documents automatically display in your All Documents
- Not filed folder and are now ready for processing by any member of
staff.
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Failed Uploads

If DocHub failed to process a document for upload, the number of failed
uploads display and the individual files are highlighted in red:

Upload one or more files ,

Drag and drop files here or click 'browse files e

Supported file types include .doc, .docx, .pdf...
Number C.}f SUC}CESSFU' —p Successfully uploaded 1 file, failed to upload 3 files B Delete all
or failed files
78 (4).txt —
® — OB
alled to process document
Failed to
process files
a A new text file (3).txt _
OB

Failed to process document

[ New Rich Text Document (4).rtf

Select Continue to upload the successful files to DocHub.

Optical Character Recognition

DocHub uses Optical Character Recognition (OCR) to convert scanned
documents info searchable PDF files. When the OCR process is running the

OCR
OCR in progress I notification displays.

oSee Processing Documents on page 17 and Using Filters in
DocHub on page 57 for deftails.
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Concurrent Users

DocHub displays the initials of the person who is processing the document,

Document actions E' is unavailable however you can select the document
name to display a preview:

Showing 795 of 1021 Another user is processing Q = Filters
this document

[:] Document 1 Patient Document type Event date Status Filed date Upload date 1
271438-nature-landscape-path... 1.jpg @ Document actions
T page T 4 Not matched Not recorded Not recorded Not filed menu is not avaiable b

02-Apr-2023 at
10:46

fil

Select fo preview Not matched Not recorded Not recorded Not filed Not recorded
the document

B

1 page 10:46

02-Apr-2023 at
10:46

b colors - Copy (19).pn 02-Apr-2023 at
Py (19).png @ Not matched Not recorded Not recorded Not filed Not recorded :

t‘n‘\jn:rse Copy (7)- Copy.png (18).png @ Not matched Not recorded Mot recorded Not filed Not recorded
ag

/ Note - The Document actions menu is available, however the
Edit document data and Delete options are not available.

From the View document screen, if someone is processing a document, their
initials display at the top right of the screen. The Information tab displays also
displays Not recorded or Not matched:

D i = Another person is
Information  Activity ~ Summarise Comments B Smith Ophthalmology letter (15).pdf G P . . b @
currently processing this d
Show comments show highlights a
Document classification
Not recorded Page 1/4
Patient Not recorded / -
Not matched Not matched =
Lorem ipsum <>

Not recorded
Lorem ipsum dolor sit amet, consectetur adipiscing elit.
Nunc ac faucibus odio. .

Not recorded

If the person processing the document you are viewing saves their changes a
‘This document has been updated' banner displays:

(i) This document has been updated Refresh X

/ Note - This banner also displays if you are viewing a
document when clinical codes and annotations are added or
updated by other users.

Refr h
Select Refresh il 1o refresh the document to the most up to date

version.
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Documents with Linked Tasks

when the document has a task allocated fo

DocHub displays View Tasks
it:

View Tasks displays
Showing 357 of 391 when the document has Q = Filters
a task alocated fo i
[:] Document l Patient Document type Event date Status Filed date Upload date
O (‘“‘T‘;y -Copy Shpdf = Not matched Not recorded Not recorded Not filed Not recorded é;:g(fv—zczi o
;i t‘e;ggeg text file.txt @ Not matched Not recorded Not recorded Not filed Not recorded ?Z;;fv—mza a
: — : .
Select View Tasks to view the allocated tasks:
(] Document Patient Document type Event date

FE-I dummy-Cod Select View Tasks fo Mot recorded

1 page view alocated tasks Showing 1 of 1 Tasks

Select to open
= Task 45 | m— P

TE] tlesgnpg text file.txt = the task in Tasks Not recorded
page Please workflow
by i 3) - ] b /
EI ||mpa:g;:pdf (3) - Copy.pdf (6).pdf Not matched Not recorded Not recorded

Select the task name to open in Tasks.
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Processing Documents

Regardless of how a document is received, you process them in the same
way:

1. From DocHub, if necessary, select Not filed from the Side Navigation
Bar.

¥ Training Tip - Not filed initially displays by default when you
open DocHub, with the earliest uploaded document displaying
first. You can sort the documents into any order by selecting a
column header to order them by.

2. Select the document name to display a preview and start processing
the data:

Complete as per the

. document displayin: i A
to the right copy link
1 l Show comments /
Show highlights
Information  Activity ~ Summarise Workflow Comme TJ Cardiclogy (8).pdf <2
Show comments Show highlights Q]
Document classification
Patient document - Direct Line: 01246 99877 i
Date Typed: 14/06/2021 Document
m !
Patient* Actions

Our Ref. /223333/4111205445 =

INPS Test Practice Leeds
3 Practice Crescent
Leeds

L33 35W

Dear Dr Cheshire

Re: Patricia Faal, 15/09/1966, 4111205445

Date of admission 01/06/2021 e
Date of discharge: 110672021 -
- Procedure: Replacement of Ventricular lead a
- " Patricia was admitted for the above procedure as following the original implantation of his device ata Document
et date routine check it was noted that the ventricular lead was not working correctly. Therefore, he was «Q et
admitted for revision of the system. on Conirols
] ‘x
Yours sincerely
Filed date Iil
1 Evans _
Not recorded =
Mr | Evans -
Cancel Consultant Cardiologist ]
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The following conftrols are available to help you process a document:

Document Actions
. & Find - Select to search for specific text in the document. The
Find screen displays, enter your search criteria into Search

document, the document highlights as you type. Use the arrows
to scroll through the results:

TJ cardiology (8).pdf &

Show comments Show highlights ]
LU MBI 12233331811 17UD448D

INPS Test Practice Leeds

3 Practice Crescent B Find b e
Leeds -
L33 35W - =
Dear Dr Chesh‘re
Re: Patricia Faal, 15/09/1966, 4111205445
2 results found 1/2
Date of admission 01/06/2021
Date of discharge: 1062021
Procedure: Replacement of Wenineular lead (’

Patricia was admitted for the above procedure as following the original implantation of his device ata
routine check it was noted that the ventricular lead was not working correctly. Therefore, he was
admitted for revision of the system

o L=FlHighlight - Select to highlight a block of text in the
document. Hover over Highlight to select a highlight colour and
then select and drag to create the highlight:

Select highlight

Show comments colour &
Re: Patricia Faal, 15/09/1966, 4111205445 1 T
Select and drag to ® [ ] () @
Date of admission 01/06/20¢ ; H S
create a highlight box =
Date of discharge: 114067203 gnig =+
Procedure: Replacement of Ventricular lead l
Patricia was admitted for the above procedure as following the original implantation of his device at a
routine check it was noted that the ventricular lead was not working correctly. Therefore, he was
admitted for revision of the system.

Hover over a highlight, o view who created the highlight and
when it was created.

oSee Adding a Highlight on page 35 for details.
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o Comment - Select to add a comment to the document.

= |.

Enter the comment required and select Send

Her son is concerned about her memory, so we did a MMSE test wheare she scorad 22/30,
We will review her again in 6 months’ time,

In the meantime, | wonder if you can cantact her to arrange 1
geriatric medicine for a formal assessment of her mar E Test comment —
5

Yours sincerely

The comment is added to the document.

oSee Adding a Comment on page 31 for details.

° = Create Task - Select to create a Task for this document. See

Creating a Task on page 36 for details.

o L INext page - Select to move through the pages of a multi-

page document.

Document Controls

. D / C Rotate left/Rotate right - Especially useful for images,
you can use this to rotate the document through 90 degrees at a
time either clockwise or counter clockwise.

. & / a Zoom in/Zoom out - Select the Minus - to reduce the
size of the document or Plus + to enlarge the document. The
percentage value in the middle displays the changes you make.

o LEZX1Full screen - Select to display the document in a full screen
format. See Full Screen Mode on page 38 for details.
. h Download - Select to download the selected document. To

view your Downloads folder, open Windows File Explorer, and
then locate and select Downloads. A list of your recently
downloaded files displays.

. = Print - Select to print the document.

20
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° D Delete - Select to delete the document. The Delete

document screen displays, select the deletion reason, add any
notes required and then select Delete:

A Delete document

This document will be moved to the "Deleted” folder and will be removed from
the system after 14 days unless restored. Please select the reason for
deletion:

(O Document uploaded in error
(O) Duplicate document

(:} Other (please provide details below)

The deleted documents are then stored in the Deleted
documents folder for 14 days, after this fime, unless they are
restored, the documents are deleted from the system. To restore
a document, see Restoring a Deleted Document on page 55.

Show comments / Show highlights

or Off

Slide the toggle to switch the comments and highlights On

If there are no comments or highlights on the document the option is

disabled

Share document

G
Select Copy link to document to copy the document link to your

Windows Clipboard, this can be useful if, for example, you want to
share with a colleague:

B Smith Ophthalmology letter (15).pdf | c> 4= S€lect to copy a document link
to your Windows Clipboard

21
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3. You can now complete the document data using the following tabs:

4. Select Close Preview or

Information - Enter document and patient information to allow
you to file and locate the document. See Filing a Document on
page 23 for details.

Activity - Select to view the document activity/audit trail, see
Viewing Document Activity on page 26 for details.

Summiarise - Select to allocate clinical terms relating to this
document. The first fime you select the Summarise tab it is in Edit
mode, after that you must select Edit to add or update any
clinical terms. See Summarising a Document on page 27 for
details.

Workflow - Select to view the workflow items/Tasks linked to this
document. See Workflow Documents on page 31 for details.

Comments - Select to view the active and resolved comments
on the document. See Viewing and Resolving Comments on a
Document on page 33 for details.

A

to return to the DocHub Home screen.

22



Filing a Document

To file a document in DocHub:
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1. From DocHub, if necessary, select Not filed from the Side Navigation

Bar.

* Training Tip - Not filed inifially displays by default when you
open DocHub, with the earliest uploaded document displaying
first. You can sort the documents into any order by selecting a
column header to order them by.

2. Select the document name to display a preview and start processing

the data:

Complete as per the
document displaying
to the right

}

Edit document

B

Filed date
Not recorded

Cancel

nformation  Activity Summarise Workflow Comme
Document ciassification
Patient document -

File name and
copy link

Show comments
Direct Line: 01246 99877
Date Typed: 14/06/2021
Our Ref: 1223333/4111205445
INPS Test Practice Leeds
3 Practice Crescent
Leeds
L33 35w
Dear Dr Cheshire

Re: Patricia Faal, 15/09/1966, 4111205445

Date of admission 01/06/2021
Date of discharge 10/06/2021
Procedure: Replacement of Ventricular lead

Patricia was admitted for the above procedure as following the original implantation of his device ata
routine check it was noted that the ventricular lead was not working correctly. Therefore, he was
admitted for revision of the system.

Yours sincerely

| Evans

Mr | Evans
Consultant Cardiologist

Show comments /
1 Show highlights
TJ cardiology (8).pdf c>

X Close preview

show highlights || [

Document
Actions

L L3>

Document
Controls

LI R
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. From the Information tab, you can enter document information to
allow you to file and help you to locate a document:

4 Note - Mandatory items are indicated by an asterisk *.

o Document classification - Defaults to Patient document, select
and update from the available list if required.

e Patient (Required) - Enter the first few letters of the surname and
forename and the smart search returns matching patients, the
more you enter the shorter the list is:

Patient *
Q, faa
Active Inactive All
FAAL, Patricia (Ms)
DOB: 1966-09-15 GEMDER: Female IDEMTIFIDER: 41711205445

You can also search for patients by:
e Birth Year
e Postcode
e NHS/CHI Number

Filter the search, if required, by Active, Inactive or All patients by
selecting appropriately. Select the patient required.

e Documenttype (Required) - Select from the available list as
required. These are linked to SNOMED CT terms so ensure you
select the most appropriate document type.

e Author - Enter the name of the person that sent the letter.

e Organisation - Enter the name of the organisation that sent the
letter.

o Department (Required) - Select the appropriate department
from the available list. This determines where the documents are
stored under PATIENT DOCUMENTS.

o Event date - Using the calendar, select the date of the event the
document refers to.

¥ Training Tip - You can remove any individual selection using
the X that displays when you hover over the end of each line.
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Select either:

e Save and file - To save the details you have selected and file this
to the patient's clinical record. The document is moved from Not
filed to the relevant PATIENT DOCUMENTS folder (as set in
Department).

e Save as draft - To save the details you have selected, but not file
to the patient's clinical record yet. The document is moved from
Not filed to the Drafts folder.

e Cancel - Toremove all the details you have selected and leave
the document in the Not filed folder.

A

4, Select Close Preview or to return to the DocHub Home screen.
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Viewing Document Activity
To view the document activity:

1. From DocHub, search for the required document.

* Training Tip - You can sort the documents into any order by
selecting a column header to order them by.

2. Select the document name to display a preview and start processing
the data:

Complete as per the

) document displayin i X
to the right copy link
1 l Show comments /
Show highlights
Information  Activity ~Summarise Workflow Comme TJ Cardiology (8).pdf o
Show comments Show highlights B2
Document classification
Patient document - Direct Line: 01246 99877 .
Date Typed: 14/06/2021 Document
m !
Actions
Our Ref: [223333/4111205445 =
o INPS Test Practice Leeds
3 Practice Crescent
- Leeds
L33 35w
Author
Dear Dr Cheshire
Re: Patricia Faal, 1510911966, 4111205445
)
Date of admission QUOB2021 e
Date of discharge. 100672021 ’
- Procedire: Replacement of Ventricular lead Q
oo m Patricia was admitted for the above procedure as fallowing the original implantation of his device ata D T
vern routine check it was noted that the ventricular lead was not working correctly. Therefore, he was Q| g POCUMEN
admitted for ravision of the system. o Controls
o) b
Yours sincerely
Filed dats |i‘
1 Evans _
Not recorded &
Mr | Evans _
Cancel Consuttant Cardiologist [ ]

3. The Activity tab displays the audit trail of actions for this document, for
example:

Information Activity ~ Summarise Comments

Dr Alison Rowan viewed this document
12-Jul-2023, 15:55

@ Mireille Medhat viewed this document
11-Jul-2023, 08:0%

Mireille Medhat added
Orthopaedi... .pdf (Ver 1)
11-Jul-2023, 08:09

A

4, Select Close Preview or fo refurn fo the DocHub Home screen.
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Summarising a Document

/ Note - Only available to Patient Documents as set in
Document classification.

To summarise a filed document:

1. From DocHub, select Filed from the Side Navigation Bar.

~ Training Tip - You can sort the documents into any order by
selecting a column header to order them by.

2. Select the document name to display a preview.

3. Select the Summarise tab and allocate clinical terms relating to this
document. The first fime you select the Summarise tab it is in edit
mode, after that you must select Edit to add or update any clinical
terms:

View document

Information  Activity | Summarise | Workflow Comments

Q

Cancel

4. To add a clinical term, start entering the term required above Type
here to add an entry:

Information Activity Summarise Comments

¥ Training Tip - If you have already added clinical terms to this

document, you must select Edit m before you can add
more.

27



2. cegedim

. Healthcare Solutions

5. Select the term required from the smart list:

~ Training Tip - Standard Vision Anywhere short cuts apply here,
for example, enter a Blood Pressure result to trigger a Blood
Pressure add form with the Systolic and Diastolic completed.

Information  Activity  Summarise Comments

Q. Blood Pressure

As you type, a
smart list displays

PT

Blood pressure alteration

Symptom ar examination finding

QOF

FT

F 3

Blood pressure elevation

Symptom or examination finding

Blood pressure finding

Symptom or examination finding

Blood pressure reading labile

r examination finding

Symptom

Blood pressure unrecordable

Symptom or examination finding

PT

FT

Select the term
required
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6. Depending on the clinical term selected, an appropriate Add entry
form displays:

Blood pressure

Ubsen/able

Systolic (mmHg) * Diastolic (mmHg) *

120 — 4+ 80 - + Enter the data

required

F 3

MNotes added here

Enter any
comments required

v

Event date *

Update the Event
date if required

(5] 13-ul-2023 15:55 X

F 3

Createdby (@) Rhiannon Whiteley

Created on 13-Jul-2023 at 15:56

Select Add entry b Cancel

Complete as per the document you are summarising, the entry details
depend on the clinical code you have selected.

(D) 1 previous entries View
n Previous entries (where n is the
number of entries) - This banner displays if there are similar records on
the selected patient record. Select View to display the records:

Showing 1 of 1 previous entries X

Blood pressure
Observable

Clinician IZ_)r Richard Linden Ewvent date 13-ul-2023

7. Select Add entry .
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8. Repeat from step 4 until all the clinical terms required and related

comments are added:

Summarise Comments

Information  Activity
Continue selecting

clinical terms as

Q < ;
Type dane required
Clinical code(s)
Select fo expand > > 4 Select toremove
v B the clinical term

and view details

Select Save and commit fo
add the ciinical details bl  ©nc

selected fo the patient record

b4 .
to remove a clinical term from

O
¥ Training Tip - Select Clear
the document and the patient record.

Sa d it .
9. Select Save and commit to update the patient

clinical record.

ﬁ to return to the DocHub Home screen.

10.Select Close Preview or
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Workflow Documents

DocHub works seamlessly with the Cegedim Healthcare Solutions Tasks
application. The Workflow tab displays all Tasks linked to the current
document, with the most recently created at the top of the list:

View document

Information  Activity =~ Summarise Workflow Comments Sample 6 (10).pdf G

T > SADDLER, Dawn (Miss) Born 13-Jun-1989 Gender Female NHS No 411122 4652

= Task 312 SUBJECT On 05-58p-2023 e °

o

= Task 310 test send task On 05-Sep-2023  w @ Page 1/2

The following task information displays:
e TaskID
e Subject
e Created Data
e Status
e Assignee initials

oTo assign a Task to a document, see Creating a Task on
page 36.

Documents that have been through the workflow process display with View

Tasks in the document list;

View Tasks displays
Showing 357 of 391 'when the document has Q = Filters
a task alocated fo it

E] Document l Patient Document type Event date Status Filed date Upload date 1

D C:U.nj;y - copy (B)pdf = Not matched Not recorded Not recorded Not filed Not recorded é;:;\;v—mﬁ at

testing text file.txt @ Not matched Not recorded Not recorded Not filed Not recorded 27-Nov-2023 at
1 page 7 12:24
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Adding a Comment
To add a comment fo a document:

1. Select Comment - to add a comment to the document. Select in
the document where you would like the comment, add the comment

} .

text required and select Send

Her s_on is concarned about her memory, so we did a MMSE test whera she scored 22/30,
We will review her again in & months' time.

In the meantime, | wonder if you can contact her to arrange |
geriatric medicine for a formal assessment of her mar = Test comment —
-

Yours sincerely

The comment is added to the document.

To view an existing comment, simply hover over the Existing Comment icon

a
on the document:
Mr. Ahmed St James University Hospital
Ophthalmology Department — Ext 2149 Beckett Street
Leeds
West Yorkshire
LS9 7TF

Tel: 0113 222111
www.stjames.nhs.uk

Howver over o view
the comment

ABB/NL/M12222

Patient NHS: 4111111734
Date: 01/06/2021

Clinic Date: 19/05/2021

The comment displays with the date and time it was added:

@ Hams Mohamed 14-Jun-2023 at 13:58

adding a comment

ABB/NL/112.
Patient NHS: 4111111734
Date: 01/06/2021 T
Clinic Date: 19/0

View an existing
comment
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Viewing and Resolving Comments on a Document

Viewing Comments

To view comments on a document:

When in View document or Edit document view, either;

=]

Select Existing Comment

on the document. The comment displays:

Tel: 0113 222111
v Stz .y (SUk ) Select fo view
this comment
Select to view
other comments > < > 1/2 ©® X
on this document
@ Alison Rowan 2023 5t 07:34
Comment
Reply to the .
comment @'
. < 2 .
If there are multiple comments you can use the arrows to view

the next or previous comments in the document.

Enter your response in Reply....

Select the Comments tab from the Document data section:

Information Activity Summarise Comments
Filter the
m Resolved e CcOmMMents
that display
2 comments
@ Alison Rowan  06-Jul-2023 a1 07:34
Comment
@ Alison Rowan  06-Jul-2023 a1 07:34
Comment

All comments in the document display, you can filter either by Active or

Resolved comments.
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Select the comment to view the thread on the document itself:

View document

Information  Activity ~ Summarise Workflow Comments

2 comments

@ Rhiannon Whiteley 07-Sep-2023 at 16:24

Another comment

@ Rhiannon Whiteley 07-Sep-2023 at 1624
Comment

t

Select comment in the
Comments tab

> SADDLER, Dawn (Miss) Born 13-Jun-1989

B Smith Ophthalmology letter (15).pdf &

Comment thread
displays on the
document preview

ECH Comment
Clinic Date: 19/05/2021

Comment Reply

Dr Kathryn Kent

&

INPS Test Practice Leeds
3 Practice Crescent

Gender Female NHS No 4111224652

>
@ Rhiannon Whiteley 07-Sep-2023 st 15:24

@ Rhiannon Whiteley 07-5ep-2023 st 18:24

@ Showcomments

West Yorkshire
LS9 7TF
3222111
2s.nhs.uk

® X

Resolving Comments

You can easily resolve and remove comments from a document, simply, view

the comment on the document and then select Resolve

@l

Resolve Comment

@ Alison Rowan 05

ghgfhfghfgh

@ Rhiannon Whiteley

Comment reply

©

ul-2023 at 07:

> ) X

Resolved comments can be viewed from the Document Data - Comments

screen:

Information

Activity

Summarise Comments

View resclved
comments

@ Mireille Medhat  11-Jul-2023 at 08:1
add a comment

b 1 reply
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Adding a Highlight
To add a highlight to a document:

Hover over Highlight

2. cegedim

. Healthcare Solutions

2 , select a highlight colour option, and then
select and drag the cursor to create a highlight box:

Show comments

Re: Patricia Faal, 15/09/1966, 4111205445

Select and drag fo
create a highlight box

Select highlight

colour B
| ;

eo(h)e
- _.

admitted for revision of the system.

Date of admission L0620
Date of discharge: 1106720
Procedure:

Replacement of Ventricular Ieadl

Patricia was admitted for the abowve procedure as following the onginal implantation of his device ata
routine check it was noted that the ventricular lead was not working correctly. Therefore, he was

Hover over an existing highlight to display who created it and when:

Mr. Ahmed

Ophthalmology Department — Ext 2149

1— Highlight details

5t James University Hospital
Beckett Street

Leeds

West Yorkshire

LS9 7TF
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Creating a Task

To create a task for a document:

1. Select Document actions
document folder to open the Document actions menu:

2. cegedim

. Healthcare Solutions

at the end of a document row, in any

Select Create Task

D Document Patient Document type Event date Status Filed date Upload date

it file this docc (2).png JACK, Kathy (Ms) 25-Jul-2023 at 25-Jul-2023 at
”‘3 1 page NHS 411 122 1262 Clinical letter Not recorded Filed 1933 Goon

Document actions

b file this docc (1).png JACK, Kathy (Ms) 25-Jul-2023 at

g| [al] | lett: Not ded Filed
‘El I page NHS 411 122 1262 inicatletier otrecaras e 19:33 View document
:i file this doc.png JACK, Kathy (Ms) Clinical letter Not rec 25:1Ul2023 at Edit document data
B 1 page NHS 411 122 1262

= Create Task

271438-nature-landscape-path-...).jpg  ABALUNAM, A (Miss)

25-Jul-2023 at

,Ei I page NHS 211 123 1284 Clinical letter Not recorded Filed 1347 Download image
Print document
,E'i E\re:-;;er‘snple_1ODKB1 (32).ref :::F;IG_:?E;;‘?EQ(MU Administrative letter 05-Jun-2023 Filed ?E;J;(‘JH-EGB at 040
2. Select Create Task.
3. The Task screen displays:
= Task Patient Details
BLACKMAN, Susan (Ms)
Born 03-Sep-1954 Gender Female NHS No 411122 3397
Recipients *
Subject*
Category o

Due date and time *

8

LINKED TO

Cancel
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/ Note - The Patient Details section only displays for documents
that are filed.

Complete as follows:
o DETAILS:

e Recipients - Select the recipient of this Task, this can be
one or more individual members of staff, yourself to act as
an aid memoir or a staff group, simply start typing and a
smart list displays to select from.

e Subject - Enter a short description of the task, up to 30
characters.

e Category - Select a category from the list provided.

e Dvue date and time - Enter the date and time that this task
should be completed by, using the format DD-MM-YYYY

HH:mm, or select Calendar G to open a date and time
picker:

July 2023 =

10 | " ‘ 12 13 15 16

7 18 19 20 21 22 23

31 5 6

0no N

¢ Additional Notes - Enter any additional notes.

e LINKED TO - Displays the details of the document that this Task is
linked to.

o STATUS:

e Priority - Select from:

e Routine - Tick if this Task should be marked as routine.
e Urgent - Tick if this Task should be marked as urgent.

¢ Urgent when overdue - Tick if the priority of this Task should
increase when overdue.
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Task contains sensitive information - Tick to mark a Task as
sensitive, if selected only the sender, recipients and system
supervisors can see the full details of the Task.

0 Important - Ensure you do not include sensitive data in Subject
as this may inadvertently be seen by unauthorised staff.

All recipients must complete - If this Task is going to a group of
recipients, tick to request they all complete the task as opposed

to just one of them.

Notify me when complete - Tick to receive a nofification when

this Task is complete.

4. Select Send Task to send the Task to the recipient.

A banner displays when the Task is successful:

@_’, Successfully sent TASK-133 for Clinical_letter (5).pdf

The recipient is nofified of the Task in Tasks.
Documents that have been through the workflow process display with View

TasksL'—l in the document list:

Not filed
Showing 357 of 391

() Dpocument

1 page

testing text file.txt
il 1 page

View Tasks displays
when the document has
a task alocated fo i

l Patient

O dummy - Copy (5).pdf = Not matched

@ Not matched
2

Document type

Not recorded

Not recorded

Event date

Not recorded

Not recorded

Status

Not filed

Not filed

Q

Filed date

Not recorded

Not recorded

@ upload files

= Filters

Upload date

22-Nov-2023 at
07:50

27-Now-2023 at
12:24
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Full Screen Mode

To view a document in full screen mode, select Fullscreen L1 from the
document controls section:

Dear Dr Rowan D
3 Practice Crescent C:
Leeds
L33 35W a
_ Q
Re: T‘Izsal-lBal.rrﬁtRSa\n;on, 16-05-1992. NHS: 88886633838 Select to view in .
ack hoa full screen mode <
Dundee
DD4 8SE )
Diagnosis:  Stable Weber B Fracture R ankle -
Plan: Discharge from clinic L=
| reviewed this pleasant lady today. She is 29 years old and sustained the above injury. She []
has been managed in an Airlock brace.

The document displays in full screen mode:

Orthopaedic letter fracture .pdf . 2 100%
2 pagee 0 G Q 100% @

The Leeds Teaching Hospitals

MHS Trust

Mr. | Smith St James University Hospital
Orthopaedic Consultant Beckett Street
Trauma and Orthapaedics Leeds
West Yorkshire
Ref: IS/TT/Patient NHS number LS9 7TF
Dare Typed: 04/06/2021
Clinic Date: 04/06/2021 Tel: 0113 222111
Direct Line Secretary Ext 101

Dr Rowan

You have the following options:

. / Rotate left/Rotate right - Especially useful for images, you can
use this to rotate the document through 90 degrees at a time either
clockwise or counter clockwise.

. / Zoom out/Zoom in - Select the Minus - to reduce the size of
the document or Plus + to enlarge the document. The percentage
value in the middle displays the changes you make.

3 / Paginate/Scroll - Select to either view a page at a time or be
able to scroll through all pages.

1
. < Previous/Next pages - Only available if you have Paginate
selected above, use the left or right arrows to switch between the
pages that display.
. E Print - Select to print the document.
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. E Find - Select to search for specific text in the document. The Find
screen displays, enter your search criteria info Search document, the
document highlights as you type. Use the arrows to scroll through the
results:

Leeds .
133 35W & Find

Re: Ms Harriet Salmon, 16-05-1992. NHS: 8888668888 brace X
126 Black Road

Dundee
DD4 8SE 1 results found 1M < >

Diagnosis:  Stable Weber B Fracture R ankle
Plan: Discharge from clinic

I reviewed this pleasant lady today. She is 29 years old and sustained the above injury. She
has been managed in an Airlock Brace.

Assessing her today, there is a slight tenderness on the fibula itself. However, she managed
to walk normally without pain.

| have warned thai swelling and aching can take three to six months to setile. | have
discharged her from the clinic today.

Yours sincerely

. E Download - Select to download the selected document. To view
the Downloads folder, open Windows File Explorer, and then locate
and select Downloads. A list of your recently downloaded files display.

° Close - Select to close the full screen mode.
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Draft Documents

The Draft folder displays documents that are not filed and have been saved
as draft:

To access Drafts folder:
1. From the Side Navigation Bar select Drafts:

B Dundee Practice

B ALL DOCUMENTS (1015) v
Mot filed 836
Drafts 83
Filed 96

; PATIENT DOCUMENTS (68) >

ﬂ SURGERY DOCUMENTS {25) >

ﬂ SECURED DOCUMENTS {2) >

2. The Drafts screen displays:

Showing 135 of 1021 Q = Filters
D Document Patient Document type Event date Status Filed date Upload date
|:ﬁagePdf (82).pdf Not matched Clinical letter 09-Aug-2023 Draft Not recorded O1-Apr-2023 at

2 pages 18:44
.,E‘I doc with image - Copy (4).docx Not matched Not recorded 04-Aug-2023 Draft Not recorded 02-Apr-2023 at

1 page 09:10
:If;z‘g-mﬁ Not matched Anaesthesia record Not recorded Draft Not recorded 85:?{‘3”023 &

From here you can:

e Search for or sort documents, see Searching for and Sorting
Documents on page 59 for details.

e Filter the documents that display, see Using Filters in DocHub on
page 57 for details.
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L]
]
. . .
3. Select Documents actions at the end of a document row to view
the options:
Showing 135 of 1021 Q = Filters
D Document Patient Document type Event date Status Filed date Upload date
|7\.wag_e‘P_ci"(52:‘pclf Not matched Clinical letter 09-Aug-2023 Draft Not recorded Dwzf\prrzozs at
2 pages 18:44
Document actions

B doc with image - Copy (4).docx L i 5 B
! page Not matched Not recorded 04-Aug-2023 Draft Not recorded View document

. Gff ime.tiff Edit document data
" pa_:" Not matched Anaesthesia record Not recorded Draft Not recorded

- Create Task
(‘B‘li'ir sdif Not matched Administrative letter 05-5ep-2023 Draft Not recorded Download as PDF
age
Print document

b uuuuUUUUUIUUUUOULUY,. Ut HEAD, Mandy (Ms) e 1 o i )

a 1 page @ NHS 411 119 8047 Administrative letter 03-ul-2023 Draft Not recorded Delete

You have the following options:

e View document - Select to display the document. See Processing
Documents on page 17 for details.

¢ Edit document data - Select to update the document. See
Processing Documents on page 17 for details.

e Create Task - Select to create a Task for the document. See
Creating a Task on page 36 for details.

e Download as PDF - Select to download the selected document
as a PDF. To view the Downloads folder, open Windows File
Explorer, then locate and select Downloads. A list of your
recently downloaded files display.

e Download image - Select to download the selected image. To
view the Downloads folder, open Windows File Explorer, and
then locate and select Downloads. A list of your recently
downloaded files display.

¢ Print document - Select o print the selected document.
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Delete - Only available for Not filed and Draft documents. Select
to delete the selected document and the Delete document
screen displays. Select a deletion reason, add any notes required
and then select Delete:

A Delete document

This document will be moved to the "Deleted" folder and will be removed from
the system after 14 days unless restored. Please select the reason for
deletion:

(O Document uploaded in error
(O Duplicate document

O Other (please provide details below)

0/100

The deleted documents are stored in the Deleted documents
folder for 14 days, after this time, unless they are restored, the
documents are deleted from the system.
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Viewing Filed Documents

To find and view filed documents:

From DocHub, select the document required, if you are not sure where the
document is, select All Documents from the pane on the left side of your
screen and then find the document required using either:

o Filters - Utilise the available filters, see Using Filters in DocHub on
page 57 for details, or

e Search or Sort - Enter your search criteria or sort the documents, see
Searching for and Sorting Documents on page 59 for details.

The document displays, the Document Data from the document displays on
the left and the actual document on the right:

Copy link to

this document

Show comments /
Show highlights

Information  Activity ~Summarise Comments B Smith Ophthalmology letter (7).pdf

> BLACKMAN, Susan (Ms) Born 08-Feb-1965 Gender Female

NHS No 411 111 1734 b
@ Showcomments wff) Show highlights BN Document Actions
BLACKMAN, Susan (Ms) - =
Matched
Doc Patient Details m <>

Document type
Clinical letter

Patient document

The Leeds Teaching Hospitals
NHS Trust

Mr. Ahmed St James University Hospital

Not recorded Ophthalmology Department — Ext 2149

Not recorded

ABBINL/112222
Patient NHS: 4111111734 ¢
Event date Date: 01/06/2021 :
Clinic Date: 19/05/2021 g
054ul-2023 inic Date: =]
Filed date
Yesterday at 09:10 Dr Kathryn Kent Q4 Document Controls
Select to update the INPS Test Practice Leeds [=] .
R document data 3 Practice Crescent v
Document status Uplozd lieoi
Filed Yesterday at 09‘01 (E9E5] <
Dear Dr Kent -
=
RE Susan Blackman
41 Hollybush Green -

The following option may assist in the viewing of a document on your screen:

Document Controls

. 2 Rotate left - Especially useful for images, you can use this to rotate
the document through 90 degrees at a time either clockwise or
counter clockwise.

. C Rotate right - Especially useful forimages, you can use this to rotate
the document through 90 degrees at a time either clockwise or
counter clockwise.

. I Zoom in - Select the Minus - to reduce the size of the document or
Plus + to enlarge the document. The percentage value in the middle
displays the changes you make.
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Q

. Zoom out - Select the Minus - to reduce the size of the document
or Plus + to enlarge the document. The percentage value in the middle
displays the changes you make.

e L= XIFullscreen - Select to display the document in a full screen format.
See Full Screen Mode on page 38 for details.

. Download - Select to download the selected document. To view
the Downloads folder, open Windows File Explorer, and then locate
and select Downloads. A list of your recently downloaded files displays.

. B Print - Select to print the document.
Document Actions
. Q Find - Select to search for specific text in the document. The Find

screen displays, enter your search criteria into Search document, the
document highlights as you type. Use the arrows to scroll through the
results:

TJ Cardiology (8).pdf &

Show comments Show highlights &
AU P (££20 000 LSS 9D

INPS Test Practice Leeds

3 Practice Crescent B Find b4

Leeds -

L33 35W - =
=+

Re: Patricia Faal, 15/09/1966, 4111205445

2 results found 1/2

Date of admission 01062021

Date of discharge: 110612021 9

Procedure: Replacement of Wentieular lead ¢

Patricia was admitted for the above procedure as following the onginal implantation of his device at a

routine check it was noted that the wentricular lead was not working correctly. Therefore, he was Q

admitted for revision of the system.

45



. cegedim

. Healthcare Solutions

« L] Highlight - Select to highlight a block of text in the document.
Hover over Highlight to select a highlight colour and then select and
drag to create the highlight:

Select highlight

Shaow comments colour Q]
Re: Patricia Faal, 15/09/1966, 4111205445 l i
Py
N - Select and drag to o o ®) @
& mission 0B/ ; : R

create a highlight box =
Date of discharge: 11/06/20 gnig =+
Procedure: Replacement of Ventricular Ieadl
Patricia was admitted for the abowve procedure as following the onginal implantation of his device ata
routine check it was noted that the ventricular lead was not working correctly. Therefore, he was
admitted for revision of the system.

e Hover over a highlight, to view who created the highlight and when it
was created.

oSee Adding a Highlight on page 35 for details.

° - Comment - Select to add a comment to the document. Enfer the

> .

comment required and select Send

Her son is concerned about her memeory, so we did a MMSE test wherae she scored 22/30

We will review her again in 6 months' time. '

In the meantime, | wonder if you can contact her to arrange |

geriatric medicine for a formal assessment of her mer E Test comment —

Yours sincerely

The comment is added to the document.

oSee Adding a Comment on page 31 for details.

N Create Task - Select to create a Task for this document. See

Creating a Task on page 36 for details.

o L2 INext page - Select to move through the pages of a multi-page

document.

Show comments / Show highlights

Slide the toggle to switch the comments and highlights On @ or Off L_

If there are no comments or highlights on the document the option is

disabled
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From the matched patient details, you can select:

Open Patient

View Patient
actions menu

Information screen

@ t Smith Ophthalmology letter (15).pdf & l

> | BLACKMAN, Susan (Ms) Born 08-Feb-1965 Gender Female a
NHS No 411 111 1734 .
@ Show comments @ Show highlights -

. 2 Patient Information - To view the Patient Information screen. This
displays the patient's address, phone number, email and preferred

spoken language:

v |BLACKMAN, Susan (Ms) Born 08-Feb-1965 Gender Female
NHS No 411 111 1734

Patient Information

Q@ 41, HOLLYBUSH GREEN, COLLINGHAM, WETHERBY, LS22 SBE

D Not recorded

Not recorded

@ Preferred spoken language: Not recorded

Select to close the Patient Information screen.

. * | Patient actions - To open Patient actions options, select View
patient record to launch the patient's record in Vision 3:

> BLACKMAN, Susan (Ms) Born 08-Feb-1965 Gender Female
NHS No 411 111 1734 . _
‘atient actions

@ Showcommer

"]
5

View patient record

You can now select Edit m to edit the document data as required,
see Editing Filed Documents on page 48 for details.
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Editing Filed Documents
To edit a fled document:

1. Search for and locate the filed document. If you are not sure where
the document is, select All Documents from the pane on the left side of
your screen and then find the document required using the sort or filter
function.

oSee Searching for and Sorting Documents on page 59 or
Using Filters in DocHub on page 57 for details.

2. Select the document name to display a preview:

Copy link to

this document

Show comments /
Show highlights

Information  Activity ~Summarise Comments B Smith Ophthalmology letter (7).pdf 2

Document classification > BLACKMAN, Susan (Ms) Born 08-Feb-1965 Gender Female : m
Patient document NHS No 411111 1734

Wl
@ Showcomments @ Show highlights [ _BS Document Actions
Patient

Page 1/2
BLACKMAN, Susan (Ms) =
Matched
Patient Details m <

The Leeds Teaching Hospitals
NHS Trust

Document type

Clinical letter

Author

Mr. Ahmed StJames Universi tal
Not recorded Ophthalmology Department - Ext 2149 Beckett Stree

Organisation West Yorkshire
LSS 7TF
Not recorded Tel: 0113 222111
ww. Sfjames.nhs.uk
Department
Ophthalmelogy

ABB/NL/112222
Patient NHS: 4111111734

Event date Date: 01/06/2021 ]
Clinic Date: 10/05/2021 -
05-Jul-2023 e B
Filed date
<
Yesterday at 09:10 Dr Kathryn Kent Q Document Confrols
Select o update the INPS Test Practice Leeds =) .
document data 3 Practice Crescent oy
Document status Uploa Leeds
Filed Yesterday at 09 Oi (E9E= &
Dear Dr Kent -
L=
RE Susan Blackman

41 Hollybush Green
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You can now update the document data using the following tabs:

¢ Information - Select Edit m to change the document
data on this tab, see Filing a Document on page 23 for details.

e Activity - Select to view the document activity/audit trail, see
Viewing Document Activity on page 2é for details.

e Summarise - Select to allocate clinical terms relating to this
document. The first time you select the Summarise tab it is in Edit

mode, after that you must select Edit to add or update
any clinical terms. See Summarising a Document on page 27 for
details.

o Workflow - Select to view the workflow items/Tasks linked to this
document. See Workflow Documents on page 31 for details.

e Comments - Select to view the active and resolved comments
on the document. See Viewing and Resolving Comments on a
Document on page 33 for details.

A

3. Select Close Preview or to return to the DocHub Home screen.
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Remove a Patient from a Filed Document
To remove an incorrectly attached patient from a filed document:
1. From DocHub, select Filed from the Side Navigation Bar.

* Training Tip - You can sort the documents into any order by
selecting a column header to order them by.

2. Select the document name to display a preview.

3. On the Information tab, select Edit m

4, Select Clear - next to the patient's name:

Information  Activity  Summarise Comments

Document classification

Patient document -

FerEne _ B Select to remove the
Q SADDLER, Dawn (Miss) x - matched patient
Select patient record to attach this document to

Document type *

Save changes
5. Select Save changes .

6. A 'Remove patient match from document warning' displays:

A Remove patient match from document

Removing the matched patient from this document will unlink this
document from the patient record, remove any captured clinical codes
and revert the document back in to “Draft” status.

. Remove patient match )
Select Remove patient match to continue.

The document is unlinked from the patient record, captured clinical codes
are removed and the document changes to a status of Draft.
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Document Actions Menu

Select Document actions E' at the end of a document row, in any document
folder to view the options:

O

& & 8@ & 6

Document Patient Document type Event date Status Filed date Upload date

271438-nature-landscape-path-mis... ).jpg

1 page

271438-nature-landscape-path-mis... ).jpg

1 page

271438-nature-landscape-path-mis... ).jpg

1 page

271438-nature-landscape-path-mis... ).jpg

1 page

271438-nature-landscape-path-mis... .jpg

1 page

02-Apr-2023 at

Not matched Not recorded Not recorded Not filed Not recorded 1046

Document actions

Not matched Not recorded Not recorded Not filed Not recorded .
View document

Edit document data
Not matched Not recorded Not recorded Not filed Not recorded

Create Task
Not matched Not recorded Not recorded Not filed Not recorded Download image

Print document

Not matched Not recorded Not recorded Not filed Not recorded
Delete

/ Note - Document actions is not available if someone else is
currently accessing the document.

Select from the following:

View document - Select to view the document for filed documents and
select to edit the document for documents that are yet to be filed.

oSee Viewing Filed Documents on page 44 and Processing
Documents on page 17 for details.

Edit document data - Select to edit the document.

oSee Processing Documents on page 17 for details.

Create Task - Select to create a task for the document.

oSee Creating a Task on page 36 for details.

Download as PDF - Select to download the selected document as a
PDF. To view the Downloads folder, open Windows File Explorer, and
then locate and select Downloads. A list of your recently downloaded
files displays.

Download image - Select to download the selected image. To view the
Downloads folder, open Windows File Explorer, and then locate and
select Downloads. A list of your recently downloaded files displays.

Print document - Select to print the document.
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e Delete - Only applicable for Not filed and Draft documents only. Select

to delete the document, the Delete document screen displays, select
the deletion reason, add any notes required and then select Delete:

A Delete document

This document will be moved to the "Deleted” folder and will be removed from
the system after 14 days unless restored. Please select the reason for
deletion:

(O Document uploaded in error
(O Duplicate document

O Other (please provide details below)

07100

The deleted documents are then stored in the Deleted documents
folder for 14 days, after this time, unless they are restored, the
documents are deleted from the system.
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Deleted Documents

Deleted documents are stored in the Deleted documents folder for 14 days,
after this time, unless they are restored, the documents are deleted from the
system.

To access Deleted documents folder:

1. From the Side Navigation Bar select Deleted documents:

¢ B2 Dundee Practice

N B ALLDOCUMENTS (1012) w
Not filed Q04
Drafts 50
Filed 58
2 PATIENT DOCUMENTS (50) >

SURGERY DOCUMENTS (8) >

SECURED DOCUMENTS (0)

@
@ O Deleted documents

2. The Deleted documents screen displays:

Deleted documents

Showing 8 of 8 Q = Filters
E] Document Patient Document type Event date Status Filed date Upload date -
,;i EBT?: 2(12)pdf Not matched Not recorded Not recorded Deleted Not recorded ?S;EA?’ZGB at
@ 127;::\;358-nature-\amds‘., Vipg Mot matched Not recorded Mot recorded Deleted Not recorded ?E:Er-ZGZB at
?ar?slse 7= Copy (17).pdf Not matched Not recorded Not recorded Deleted Not recorded ?é;j(;j}r-2023 a

From here you have the option to:

e Search for or sort documents, see Searching for and Sorting
Documents on page 59 for details.

e Filter the documents that display, see Using Filters in DocHub on
page 57 for details.
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3. Select Document actions at the end of a document row to view

the options:

Deleted documents

Showing 8 of 8 Q = Filters

E] Document Patient Document type Event date Status Filed date Upload date -

02-Apr-2023 at

p[.j sample 2 (12)pdf Not matched Not recorded Not recorded Deleted Not recorded
2 pages 10:55

Document actions

271_438-nature-lands‘.. g Mot matched Not recorded Mot recorded Deleted Mot recorded .

1 page View document

Restore document

,;l ?E‘TELE 7 - Copy (17)pdf Mot matched Not recorded Not recorded Deleted Not recorded

age

You have the following options:

e View document - Select to view the document, please note you
cannot edit the document from here, you must restore it first,

e Restore document - Select to restore the document to the
original folder that it was deleted from. A banner displays
detailing where the document is restored to:

@ Successfully restored Orthopaedic letter fracture .pdf to Not filed
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Restoring a Deleted Document

Deleted documents are then stored in the Deleted documents folder for 14
days, after this time, unless they are restored, the documents are deleted
from the system.

To restore a deleted document from the Deleted documents folder:
1. From the Side Navigation Bar select Deleted documents:

c Bl Dundee Practice

) B ALLDOCUMENTS (1012) v
Not filed 204
Drafts 50
Filed 58
2 PATIENT DOCUMENTS (50) »
E] SURGERY DOCUMENTS (8) >
ﬂ SECURED DOCUMENTS (0)

©)

@ [ Deleted documents
2. The Deleted documents screen displays:

Deleted documents

Showing 8 of 8 Q = Filters

[:] Document Patient Document type Event date Status Filed date Upload date -

02-Apr-2023 at

Ei fa”_”;f 2 (12).paf Mot matched Not recorded Mot recorded Deleted Not recorded 1055
2 pages !
38- . i ADI-20.
@ ?WIJ;S nature-lands... ) jpg Not matched Not recorded Not recorded Deleted Not recorded ?éjgr 20238t
?éTgLﬁ 7 - Copy (17).paf Not matched Not recorded Not recorded Deleted Not recorded ?E;:\Er—ZGZB at

From here you have the option to:

e Search for or sort documents, see Searching for and Sorting
Documents on page 59 for details.

e Filter the documents that display, see Using Filters in DocHub on
page 57 for details.
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at the end of a document row to view

3. Select Document actions
the options:

Deleted documents

Showing 8 of 8 Q = Filters
E] Document Patient Document type Event date Status Filed date Upload date -

& Sample 2 (12).pdf 02-Apr-2023 at
pEI 2 pages Mot matched Not recorded Not recorded Deleted Not recorded 1055

Document actions

I 271_438-nature-|ands‘.. Mg Mot matched Not recorded Not recorded Deleted Not recorded .
1 page View document
Restore document
Pnr ?a‘:rjg\ﬂe 7 - Copy (17).pdf Mot matched Not recorded Not recorded Deleted Mot recorded
age

a. Select View document to view the document if required.

4 Note - You cannot edit the document from here, you must
restore it first.

b. Select Restore document to restore the document to the original
folder that it was deleted from. A banner displays detailing
where the document is restored to:

@ Successfully restored Orthopaedic letter fracture .pdf to Not filed
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Using Filters in DocHub

Filters can be applied to any list that displays in a folder, this can help you
conftrol the number of documents you are presented with.

oSee also Searching for and Sorting Documents on page 59.

To filter the documents that display on your screen:
1. From DocHub, select the folder you want to filter, for example, Not filed.

2. Select Filters = Filters

and the Set filters screen displays:

Number of documents shown
from the filters selected

(O VYesterday [] administrative letter

v
lters Showing 246 of 004 reeylis Select to
Set filters Showing 846 of 904 resulis .
reset filters
Upload date Document type Patient matching
‘ (® Mone set [ an [] Not matched
(O Today [ Wotrecorded [] Automatically matched

[] Manually matched

(O Past week [] #naesthesia record

Select the filters
to apply as
required

(:) Past month [] Anticipatory care plan

F 3

(O custom [J care plan

Select to apply
the selected
filters

= -

3. Select the filter(s) to apply, for example, you may want to only see
documents that have arrived in the last week that have not been
matched to a patient in which case you would select Upload date -
Past week and Patient matching - Not matched. Use Custom to set a
specific date if required.

4. Select Apply.

* Remember - With filters applied, you may miss important
documents, so make sure to clear them on a regular basis to
check.
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To clear afilter, select Filters (n)

- Reset filters:

Upload date

Set filters Showing 0 of 904 results

Document type

Reset filters

Patient matching

‘ (® None set ‘ B Al

(O Today

‘ Administrative letter

[C] Mot matched

[] Automatically matched

2. cegedim
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Searching for and Sorting Documents

You can easily search for and sort for documents in DocHub.

o Filters can be applied to the list that displays in a folder, this
can help you control the number of documents you are
presented with. See Using Filters in DocHub on page 57 for
details.

Searching for Documents

To search for a document simply enter the document name in Search. The list
update as you type:

Showing 7 of 998 Q_ B Smith X = Filters
[J Document Patient Document type Event date Status Fileddate |sciectto clear It
the search
D ? Smith Ophthalmolog... .pdf Not matched Not recorded Not recorded Not filed Not recorded 104ul-2023 at
2 pages 12:34
? ;:T:: Ophthalmolog... .pdf @ Not matched Not recorded Not recorded Not filed Not recorded ;?’;t:rday o

X

To clear the search, select Close

Sorting Documents

Select any header to sort the documents by the header selected, for
example, select Upload date to sort documents by the date uploaded onto
DocHub. You can sort ascending (oldest to newest) or descending (newest to
oldest) as required:

Filed
Sort by Upload date

Showing 48 of 904 Q 1 = Filters

[:] Document Patient Document type Event date Status Filed date Upload date

[:] B Smith Ophthalmology letter...).pdf BLACKMAN, Susan (Ms) Yesterday at

2 pages NHS 411 122 3397 Clinical lette 19-May-2021 Filed Today at 08:02 1440
OncologyReport.pdf COOPER SMITH, Rita (Mrs) . y Yesterday at Yesterday at
Clinical lettar Not ded Filed
O pages NHS 411 113 5625 inicallere ot recoras = 14:57 11:04
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FAQ Summary

Document Data

Why is the document data displaying as 'Not recorded'?

Another user is viewing the document:

D i = Another person is
Information  Activity ~Summarise Comments B Smith Ophthalmology letter (15).pdf G Perso . @
currently processing this g
Show comments show highlights a
Document classification
Not recorded Page 1/4
Patient Not recorded / -
Not matched Not matched =
Lorem ipsum O

Not recorded
Lorem ipsum dolor sit amet, consectetur adipiscing elit.
Nunc ac faucibus odio.

. ¥ Close preview
Select Close preview to close the document.

Initials in the document list indicates that another user is currently
processing the document:

Not recorded

Not filed @ Upload files
i Other users are processing
Showing 846 of 004 these documents Q = Filters
D Document 1 Patient Document type Event date Status Filed date Uplead date
e9 -Apr-2023 a
%ampL 9(3)-pof @ Not matched Not recorded Not recorded Mot filed Mot recorded 02-Apr-2023at
2 pages 7 10:40
y 100 39Vrif -Apr-2023 a
file-sample_100kE 1 (32)rtF @ Not matched Not recorded Not recorded Not filed Not recorded 02-Apr-2023at
4 pages 10:40

How do | change the colour or size of a highlight?

To change the colour of a highlight, select the highlight and an options
toolbar displays:

the original implantation of his device at a
vorking correctly. Therefore, he was

(]

| alie |
=d

Select from:

e Colour - To select a new colour
e Resize L__1- To move the highlight box
. Delete L2 - To delete the highlight
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How do | delete a highlight?
To remove a highlight, select the highlight and an option toolbar displays:

the onginal implantation of his device at a
borking correctly. Therefore, he was

® o 0O

Select from:

e Colour @ - To select a new colour

Lol |

o Resize L_Z1- To move the highlight box

e Delete 0 - To delete the highlight

Document Lists

What do the icons next to the document names mean?

Description
E The document has a task allocated to it, see Documents with Linked
Tasks on page 17 for details.

The document is being viewed by another user, see Concurrent Users
Zllon page 16 for details.
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Troubleshooting

Error messages may display at the bottom of DocHub:

Yvonne Adams Orthopaedic letter disc bulge - Copy (5).pdf &=

> DACENT, Raymond (Master) Born 30-Jul-1989 Gender Male NHS No 411124 2294 : @
Show comments Show highlights E

Page 1/1 =

ag =

NHS

The Leeds Teaching Hospitals

NHS Trust
Mr. R Jones St James University Hospital
Orthopaedic Surgeon Beckett Street
Department of Trauma and Orthopaedics Leeds
West Yorkshire
Ref: RJ/LS/Patient NHS number LS9 7TF
Date: 01/06/2021
Clinic Date: 31/05/2021 Tel: 0113 222111
Direct Line Secretary Ext: 444 5
Dr Chris Cheshire G
INPS Test Practice Leeds
3 Practice Crescent a
Leeds Q
133 3SW Error message
KA
Dear Dr Cheshire l A

X

Re: Jim Jones, 21-Dec-1971. NHS: 5111244352
28 Savile Drive

See below how to tfroubleshoot issues within DocHub:

Failed to save document

There was an issue saving the document, try again.

Failed to attach document to selected patient

There was an issue attaching the document to the selected patient. Try
again.

Failed to file document

There was an issue filing the document, try again.
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Logging Out of DocHub
As with all applications, it is important that you log out of DocHub properly:

To log out of DocHub, select your name at the bottom left of the screen and
then select Log out:

User actions

Log out

Document Centre

@ Version 1.0.0
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