Vision3

GP2GP - Mail Manager Quick Reference

Mail Manager

Mail Manager handles all GP2GP messages. This guide
explains how incoming messages are received and filed into the patient's
record and describes how to manage outgoing GP2GP messages.

Filing Incoming GP2GP messages for New Patients

Incoming GP2GP messages are received in Mail Manager under Incoming
Mail and display in Mail Categories - GP2GP:

-1 Incoming Mail
= [E Mail Categories
- #-[3 Administrative Mai
{5 Community and Out of He
"B GP Summay
% LGF2GP
-.- Fraspian reports
Orline Repeats
g Patient Mai
& FPhamacy and Prescrbir

-bed Referal Request
% Fesults and |nvestigation

The message type is a Record Transfer and because GP2GP messages do not
automatically file they have a status of Available for Filing and have to be
fled manually:

Status [ Tvpe [ Read [ Date [ Staff [ Patiznt [ &ction/5ubid
O 5] Available for filing Record Transfer 71 15/05/2007 11:38 Bailey, M Johnson, Mirza |

4 Note - GP2GP messages are allocated to the System
Supervisor mailbox. Staff responsible for dealing with GP2GP
messages must have access to this Mailbox. To check staff
access, practice administrators should select Management Tools
- Control Panel - Mail Maintenance and then select Staff Access.
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To file an Available for filing message, right click on it and select File All.
Depending on the size of the record, this may take a while but once
complete the Filing successful displays. Select OK. The message status
changes to Filed.

GP2GP Patient Notes

Patients |  No current Patient || || Status Type l
Staff | Actions ) Filed Record Transfer
1 morth. Al Mad x |= 2 Filed Record Transfer
S 03 Inc Mai z' O __| F!led Record Transfer
= (5] Mail Categories 8 ) Filed Record Transfer

@ (5 Community and Out of Hc
« 7] GP Summary
5 @ GP2GP

+ % Administrative Mai

Attaching a Reminder or Patient Warning to an
Incoming GP2GP message

It is recommended that after filing the message you open the patient record
in Consultation Manager and attach either:

e Areminder - Select Add - Reminder, or
e A patient warning - Select Add - Patient Warning.

The following should be recorded to indicate the date the message was filed
and that it has yet to be summarised:

o GP2GP record received and today's date.

o GP2GP record not yet summarised and today's date:

Eve Demse TALBOT 39Y - 30/11/1973 [F)
Reminders:

1. B GP2GP record received - 16/7/2020
2. [5 GP2GP record not yet summarnised 16/7/2020

Patient Warning @

Warning:

GPZGP record received - 16)7/2020

GPZGP record not yet summarised Clo
16/7/2020 -
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Dealing with GP2GP Requests for patients who have
left your practice

When a patient registers elsewhere their GP2GP record is automatically sent
to the new practice and you see the record status of Notes sent with a
message type of Incoming GP2GP request in the Incoming GP2GP folder.

4 Note - The Notes sent message displays in the Unallocated
mailbox because it is FAO the Practice Manager and not a
named member of staff. Staff responsible for checking GP2GP
messages should have access to the Unallocated mailbox. To
check staff access, practice administrators should select
Management Tools - Control Panel - Mail Maintenance and then
select Staff Access.

GP2GP Request

Patients |  No curment Patient ‘ | Status ' Type

Staff | Actions ¥ Notes sent Incoming GP2GP R__
1 month. Al Mad X ﬁ ¥ Notes sent Im:om:lng GP2GPR...
B (@ Incoming Mad = ¥, Notes sent Incoming GP2GP R...
T &4 Mai Categaries O ¥ Notes sent Incoming GP2GP R...
B B3 Administiative Mad O ¥ Notes sent Incoming GP2GP R...
@ (& Community and Outof He | | ¥ Notes sent Incoming GP2GP R...
%[5 GP Summary O ¥ Notes sent Incoming GP2GP R...
= % GP2GP O ¥ Notes sent Incoming GP2GP R...

—J GP2GP Patient Note

| GP2GP Re

It is recommended that you attach a Reminder or Patient Warning to the
patient record in Consultation Manager to indicate that the patient has
applied to join another practice. The patient is still registered as permanent
and is not fransferred out until the deduction is received via Registration Links.
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Dealing with GP2GP Requests and Notes that have
not been Sent

Acknowledged - notes not yet sent

Sometimes messages in Incoming Mail - GP2GP have a status of
Acknowledged - notes not yet sent, this indicates the patient has unfiled
results in their record. The results have been received within the last 12 months
and are in View Mail for Patient but not on the patient's record. The data
transfer cannot be initiated until the message is dealt with. To resolve this:

1. Select the patient in Consultation Manager.

2. Select View Mail for Patient % .
3. Select Unfiled to view the results.
4. Select File All.
5. Return to Mail Manager, the message status is now Ready for Action.
6. Select Send Response:
[ T [status [ Tyme | Fiead | Date — | stalf [ Patient [ Action
Readp for Action Incoming GP2GF R... | 29/05/2020 15.09 “Fao: Practice M... Greb, David B
* Hotes sent Incoming GP2GIP H... 29/05/2020 14:57 "Fao: Practice M... Liopd, Emest
O Vi Notex send Incoming GP2GF R O 70572020 14:51 "Fao: Practice M. Carvedhill, Rosy
*] Notes sent Incoming GFZGF H... Z9/0572020 14:28 “Fao: Practice M... Coleman, Dawd
| Noles senl Incommg GP2GP A 2905/2020 1421 "Fao: Prachice M. Gieh. Dawd —r
‘ | »

A request has been made for the history of DAVID GRED 08/04/2004
(9223647576)

There are cutstandmg pathology results that must be filed before the story can be sent

=1

Please gelect your respons(f Select Send Results

| <nore> ® c i | €] once the results are filed

/ Note — A message has a Ready for Action status if the original
status of Acknowledged - notes not yet sent is not dealt with and
the unfiled results are more than 12 months old.
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Transmission Errors

If a status of Transmission Error occurs (Outgoing Mail - GP2GP Record
Transfer), the audit trail can be viewed for fransmission error reasons.

In all cases, you should right mouse click on the message and select
Reprocess to try sending the message again:

GP2GP Patient Notes

Patients | Mo current Patient || Status | Type
Staff | Actions O _AComplete GP2GP Record Transter
1 month. All Mai 0 _Complete GP2GP Record Transfer
= . y 0 _JComplete GP2GP Record Transfer
= [ZI [%tg;;?;:ﬂgmias :J 0 _JComplete GP2GP Record Transfer
w2 Administrative Mail [ AComolete GP2GP Becord Tianster
% Community and Out of He 0 A Transmission eror GP2GP Record Transfer
GP Summary L1 _|Lomplete aF2aH Hecord [ ranster
E| % GP2GP [ ~AComplete GP2GP Record Transfer
s | LP2GP Patient Note 0| _JComplete GP2GP Record Transfer

Acknowledged with Caveats

GP2GP Request messages in Outgoing Mail with a status of Acknowledged
with caveats indicate a request for notes has been sent to the patient's
previous practice but the message has not been acknowledged. These
messages should clear and change to Complete, if not, you can phone the
practice concerned and ask that they expedite the notes (it usually means
the previous practice has some unfiled pathology results) or you can wait to
receive the paperrecord:

GP2GP Request

Patients | Mo current Patient | | Status | Type
Staft I Actions | [ /A Transmission eror GPZGF Request
1 month. Al Mail x| | _|Complete GP2GP Request
5. :l Outgoing Mai - ] &Trmsmission &frar GP2GP Request
El @ Mail Categories O ~Complete GP2GF Request
i B E' Admiristrative Mail U AComplete GP2GP Request
& l&,- Cornmurity and Out of He ] -.]Eamnlete GP2GP Reausst
[+| EE] GP Summary [ écknowledged with caveats  GP2GP Request
% GP2GP
~[_] GP2GP Patient Mote
B} G P2GP Request
(] GP2GP Request Ack

Sent Awaiting Acknowledgement

GP2GP Request messages in Outgoing Mail with a status of Sent awaiting
acknowledgement should change to Complete once an acknowledgement
is received. If not you may need to wait for the paper record.

oSee GP2GP Transfer of Electronic Health Records in the Mail
Manager Help Centre for full details.



http://help.visionhealth.co.uk/Vision_Mail_Manager_Help_Centre/Content/G_Mail_Manager_Full_Help_Topics/GP2GP/GP2GP.htm

Vision3
Archiving Messages

It is recommended that you archive messages in Mail Manager on a regular
basis. To archive all messages, not just GP2GP messages, select File - Archive.
Select Archive all messages to which | have rights and then select Archive.




