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Online Appointments

Introduction

Online Appointments enables you to create a website accessible by patients
to book, check and cancel appointments. You determine which
appointment slots are available online and can customise how your patient's
use the service. You are responsible for allowing patients access and you can
disable online services for patients if required.

The benefits of online appointments are:

Less demand on a busy reception.

Patients no longer have to queue at the practice or on the telephone
to manage their appointments.

Patients can manage their appointments out of hours from wherever
they have internet access.

The reduction of 'Did Not Attends' (DNAs) by making it easier to cancel
or change appointments.

Overview of Enabling Online Appointments

To enable online appointments:

Enable Online Services - You need to enable and configure Patient
Online Services, see Enabling Patient Online Services on page 5 for
details.

Enable and Configure Online Appointments - You need to enable and
configure Patient Online Appointments, see Configuring Online
Appointments on page 8 for details.

Register Patients for Patient Online Services - You need to register
patients for online services and print out their Registration Confirmation
Letter, see Creating a Patient Online Account on page 41 for details.

Appointment Session and Slot Setup - You may need to amend
appointment sessions, especially if Appointments is used by one or
more branch surgeries, see Creating Online Appointment Slots on
page 22 and Setting Up Appointment Sessions for Branch Surgeries on
page 37 for details.
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Enabling Patient Online Services
To enable patient online services:

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

d

. . Cinline . e . .
Maintenance - Online and the Vision Online Services screen
displays:

Select Cnnfigure fo set
=
Up:
— Global . . .
[¥ Enable Yision Orline Services Configure.. |‘ POTlenT On“ne Serwces
v 05U
— Services
Sppointments: W Enabled Configure.. |" AppOinTmenTS
Prescription: o
Tick to Repeat: [ Enabled Configure.. PI'E'SCI'IDTIOHS
enable Acute: v Ensbled
the
. il ing; v
services + Patiert Meszaging: W Enabled
you Summary Data: v Enabled
require Detailed Coded Record: W Enabled
r— Demographics
v Wiew
W Auto Update
— Pharmacy Momination
W iew
W Lpdte
oK | Cancel | Help |

2. Tick Enable Vision Online Services to enable patient online services.
3. You now need to configure your global settings:

Setting your Global Configuration

Configure..

Within Global, select Configure
The following three global tabs require configuration:
e Welcome on page 6

e Registration on page 7 - Set a time frame for unused registration letters
and un-activated accounts.

e NHS Mail - No Longer used.
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Welcome

The welcome message displays on the home page of the website following a
successful login by your patients.

To set up the welcome message:

1. Select the Welcome tab and type your message in the message
window using the formatting editor provided.

oSee Using the Message Editor on page 44 or
Formatting HTML Messages on page 45 for details.

. ¥ision Online Services Global Configuration x|

Weh Browser

Language Welcome: 1 Registration ] NHS Mai
option only
avdiable in

Wales Source ||.-’-‘-.ria| ﬂ AAlﬂvl

B|z|u| Al =l ==

" Welcome Message: IEninsh j

Welcome to the Visionary Healthcare Practice
Enter your

Welcome g The Visionary Healthcare Practice has four full- time
doctors: Dr Carol Saturn; Dr Fiona Venus, Dr Michael
message here Meptune and DR sarah Jupiter.

We have been a training practice since 19956 and we |
PP

RN ! IO NN U I P ISP I [ I PV I 15| [P

Ok | LCancel | Help |

2. Select OK fo save.

For Welsh practices only - Repeat the above 2 step process having
selected Welsh from the language list.

/ Note - To help prevent confusion surrounding who your
patients contact if they have a problem, please add
advice to your patients within your welcome messages
adyvising them to contact the practice if there is a query
about prescriptions or appointments availability.
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Registration

From the Registration tab, set up the following:

Invalidate unused Registration Letters after - Select a time frame for
unused registration letters to expire. The expiration date prints on the
patients’ registration letter.

Invalidate Un-activated accounts after - Select a time frame for un-
activated accounts to expire. When registering, patients receive a
confirmation code which activates their account. If the account is not
activated by the expiry date, they need to re-register for online
services.

Reminders (England, Scotfland and Northern Ireland only) - Tick to send
activation reminders by email every n day(s) (where n is the number of
days you set). Reminders is ficked by default to enable the service. If
you do not want to send email messages remove the tick from the
appropriate box:

. Yision Online Services Global Configuration X|
Welcome | [egisiaion’ | NHS Mai
Imvalidate unuzed Registration Letters after |3|:| days
Invalidate Un-activated accounts after |3|:| daps
Reminders
v Send Activation Reminders by Email even I‘I day(z]
ok | LCancel | Help |

You have now activated Online Services and need to configure the
individual modules.
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Enabling Online Appointments

To enable online appointments:

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

Maintenance - Online Services

d

Cnline

and the Vision Online Services

screen displays.

2. Tick Appointments to enable online appointments.
3. Now select Configure to customise how appointments works for your

practice.

Configuring Online Appointments

/ Note - You must have System Administrator rights to enable
and configure Patient Online Services (England only - see RBAC
Help in the Vision 3 Front Screen Help Centre for details).

To enable online appointments:

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

Hid

Cnline

Maintenance - Online

2. The Vision Online Services screen displays, tick Appointments to enable

online appointments:

— [alabal

¥ Enable Yizion Online Services Configure.. |

|

[V 05U
Tick — Services
Appoin’rmen’rs P ‘ppaintments: [ Enabled Configure.. |
TD En{]ble Frescription:

Fepeat: [ Enabled Configure.. |

Socaute. [ Ergblod

3. Now select Configure to customise how appointments works for your

practice.



https://help.cegedim-healthcare.co.uk/Vision_Front_Screen_Help_Centre/Content/Help_Topics/England/RBAC/RBAC.htm
https://help.cegedim-healthcare.co.uk/Vision_Front_Screen_Help_Centre/Content/Help_Topics/England/RBAC/RBAC.htm

You need to determine which staff and sessions you want to be available
from the Patient Services website and set up how you want online

appointments to work for you. There are seven tabs that should be
considered:

[ Clinic= T Seszionz T Slat Types ]

Eeneral T Bookings T Cancellations T Staff
— Appaintments Mezzage
Welcome Message: | English =]
Souce | I.-’-'-.rial j Ala
B|r|u| e =g ==
[
[~
— DMAsg
[T Digplay DMAS to patient
[+ Prevent access ba YOS after this many DMNAz I? ill
[+ Check DM&S in this range IU‘T
ok Cancel Help

General Tab

The General tab enables you to setup the following:

Welcome Message (Wales only) - Select a language for this version,

Vision3

remember you should be adding both an English version and a Welsh

version.

Appointments Message, see Add Appointment Message on page 10.
Did Not Attend (DNA), see Did Not Attends (DNAs) on page 11.
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Add Appointment Message

The Appointments Message is a practice specific message that displays on
the Appointments page of the website.

To add an Appointment Message:

1. From Online Services Appointments Configuration select the General
tab.

2. Enter your message in the Appointments Message window using the
formatting editor provided. If you prefer, you can customise your
message source using HTML formatting tags, see Formatting HTML
Messages on page 45:

|/ Clinics T Seszions T Slat Types ]
General T Bookings T Cancellations: T Staff

— Appaintrents Meszage

Source | I.t'l'xrial j ﬂ_‘lnvl

B|r|u| Al i=]i=

==
jLi 5

Ak

[—
Please contact the practice if cancelling an
appomtment due today, Fnter your

41 Appointments
message here

DMAs
[~ Display DNAs to patient
¥ Prevent access bo YOS after this many DNAs I?j
v Check DMAS in thiz range |-| year
aF. LCancel Help

3. Select OK to save.

/ Note - To help prevent confusion surrounding who to
contact if your patients have a problem, we ask that you
add the following to your Appointment Message 'In the
case of a query regarding booking or cancelling an
appointment please contact the surgery in the usual way'.

10
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Did Not Attends (DNAs)

You can manage DNAs within online appointments, from Online Services
Appointments Configuration, select General - DNAs and then select from:

o Display DNAs to patient - Tick to enable patients to view their DNA
appointments.

e Prevent access to Online Services after this many DNAs - Tick to limit
patient access after a set amount of DNAs (removing the fick disables
this function) and enter a number of DNAs permitted before the user
account is disabled.

e Check DNAs in this range - Tick to specify a date range for the DNA's if
required and set the date range:

— DMAsz
[ Display DM&z ba patient
[+ Prevent access to W05 after this many DAz I? ﬁ

¥ Check DMN&s in this range |1 pEar

Should a patient exceed the number of DNA's you have set here, the next
time they log into their Patient Online Services account, there are no links to
Appointments and they have to contact the surgery direct to arrange an
appointment.
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Bookings Tab

The Bookings tab allows you to configure existing and new online
appointment bookings:

in ¥ision Online Seryices Appointments Configuraki il

[ Clinic= T Seszion: T Slat Types ]
General T Bookings T Cancellations T Staff

b axirnum Outztanding Appointrents Allowed I'ID—
Haw Far ik the future can appaintments be booked 7 W
[ Aillow weekend Bookings 7

v Dizplay &ppointment Duration 7

[+ Send Email Booking Confirmation ?

[T Send SMS Booking Confirmation 2

v Send Email Reminders ? I'I day befare
[T Send 55 Reminders 7 |1 day hefore

v &llow patients bo submit a reazon with their boaking 7
[+ Display Beazon for booking for existing appointments 2

¥ fillow Reason to be edited ?

ok Cancel Help

Complete as required:

¢ Maximum Outstanding Appointments Allowed - You must decide how
many outstanding appointments a patient can have booked at any
one fime. Enter the number of appointments you want to allow. The
default is 0 which enables your patients to book unlimited
appointments. If the patient reaches the limit (by either online or
practice booked appointments), the patient receives a message
which states 'You have reached the maximum number of bookings
allowed. No further bookings can be made at this time.".

e How far in the future can appointments be booked - You must decide
how far in advance your patients can book an online appointment.
Enter the number required, followed by D (days), W (weeks), M
(months), or Y (years), for example, 3W allows the patient to book
online appointments up to three weeks in the future.
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Allow Weekend Bookings? - If you provide weekend appointments, tick
to enable weekend appointments to be available online.

Display Appointment Duration? - Tick to display the duration of the
appointment being booked to the patient.

Send Email Booking Confirmation? - Tick to email active online
registered patients confirmation of their appointments booked online
or in the practice.

Send SMS Booking Confirmation? - SMS Messaging is no longer a free
option via NHS.net, therefore this option is disabled.

Send Email Reminders? - Tick and then specify how long before the
appointment fime the patient is to be reminded by email.

Send SMS Reminders? - SMS Messaging is no longer a free option via
NHS.net, therefore the option is disabled.

Allow patients to submit a reason with their booking? - Tick to allow your
patient to add a comment when booking appointments.

Display Reason for booking for existing appointments? - Tick to enable
your patients to view the booking reasons for existing appointments
booked at the practice.

Allow Reason to be edited? - Tick to allow patients to edit the reason
for booking.
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Cancellations Tab
From the Cancellations tab you can:
e Set atime period for cancelling appointments.
e Determine if email confirmation messages are sent.
e Set cancellation reasons, see Cancellation Reasons on page 15:

‘W'eb Browser

[ Clinics T Seszsionz T Slot Types ]
Heneral T Bookings

Staff

Haow cloge can appointments be cancelled @ | 00 hours I 0a minz.

v Send Email Cancellation Confirmation 7

[~ Send 5M5 Cancellation Confirmation 7

— Cancellation Reazons

Double Click the cancelation reazon to edit the V0S5 text

Ve 158 [ YOS Text ﬂ

MOWED TO OTHER GP / TIME - MOWED TOOTHER GF /... |

Complete as required:

e How close can appointments be cancelled? - To set the cancellation
time frame, enter a number of hours and minutes as required. If your
patient attempts to cancel an appointment during the cancellation
cut-off period they are advised 'This appointment cannot be cancelled
online. Please contact your GP Practice'.

Enable Cancellation Confirmation if you want the patient to receive
email confirmation when an appointment is cancelled:

¢ Send Email Cancellation Confirmation? - Tick to send an email if
an appointment is cancelled either at the practice or online.

e SMS Cancellation Confirmation? - SMS Messaging is no longer a
free option via NHS.net, therefore this option is disabled.




Cancellation Reasons

To manage the Cancellation Reasons:

1. From Vision Online Services Appointments Configuration select the

Cancellations tab;

2. Double click the cancellation reason to edit and the Vision Online

— Cancellation Reazons

Double Click the cancellation reazon to edit the YOS text :

Yizion T ext I YOS Text ﬂ
FROBLEM RESOLVED FROBLEK RESOLYED
MOWED TO OTHER GP / TIME  Appaintment re-aranged g
FPATIENT DIED FATIENT DIED
TRAMSPORT ISSUES TRAMSPORT ISSUES

Services change VOS Text screen displays:

.li ¥ision Online Services change ¥05 Texkt

Wigion Teut
|MEI'V'ED TOOTHER GF / TIME
WS Test

|Appointment re-arranged

] | LCancel |

X

3. Enfer the text you require and select OK.

4. Change the order the cancellation reasons display in by using the up
and down arrows. Highlight the reason you wish to move and use the
arrows to move it to the required position in the list. To hide a

Vision3

cancellation reason from your patients, remove the tick that precedes

it.

5. To set one of the cancellation reasons as a default, highlight the

0 Important - If all cancellation reasons are deselected
(hidden) patients are unable to cancel appointments
online.

required reason, right click and select Set Default. The default displays in

bold:

Cancellation Reazons

Double Click the cancellation reazon to edit the W05 best

Wigion Text YOS Text J
FROBLEM RESOLVED | PROBL R a ey |
TRANSPORT PROBLEMS TRaNg v, Enable ﬂ
NO REASOM GIVEN NORE || 5et Default
[#] MOVED TO OTHER GP /... Appoin
Movve Down
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Staff Tab

The Staff tab allows you to decide which clinical staff display in online
appointments and are available for your patients to book.

To set up your staff:

1. From the Vision Online Services Appointments Configuration screen,
select the Staff tab.

2. The following options are available however we recommend you do not
use them as they do not allow the correct mix of staff:

Fieturn Appointments for Staff kMembers

[v &l Staff
-
~

o All Staff - Displays all active clinical staff listed in File Maintenance
(including admin staff with a clinical role).

4 Note - This can lead to a very long list of clinicians being
offered to your patients.

e Usual GP - Displays only the patient's Usual GP.

e Salaried GP - Displays only those GPs set as Salaried GPs in File
Maintenance.

To setup staff individually (Recommended):

1. From the Vision Online Services Appointments Configuration screen,
remove the tick from All Staff.

2. Select Add and a list of all clinical staff from the File Maintenance list
displays.
3. Select the required clinician’s name from the list and select OK:

Bl ¥ision Online Services Select Skaff x|

ok I LCancel |

Repeat steps 2 - 3 until you have added all the staff required.
5. Select Cancel to finish.

/ Note - Staff need to be set up as normal in Control
Panel - File Maintenance and Appointments for you to be
able to add into the Online Services Staff tab.

16
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Adding Gender, Special Interests & Language

Gender, Role, Special Clinical Interests, Written and Spoken Languages of
any clinician providing online appointments displays online. For each clinician
selected for online appointments the following should be completed:

"4

Control Panel

1. From Vision 3 - Control Panel - File Maintenance - Staff
select the staff member, right click and select Edit Staff.

2. Complete each tab as follows:

F'grsu:unall F'[Dfessiu:-nall 1dentifiers| &ddresses  Language I

—Spoken Language—————— —Witten Language — Read Language
Language CommLir. Language Commi. Language
A

Add | Edit | Delete | Add | Edt | Delete | Add | Dalziz
Th{la Cumfr]nun. The Spoken, Written and Read
CD#T}? > Tiws Language panels display any

whnether The languages a clinician can

clinican is

speak, read or write

wiling to use
the language
specified ok | concel |

4| | i

e Personal - Select Sex and then select the correct gender.

e Professional:
e Check the Role selected is correct.
e Setthe Main and Interest Specialty from the available lists.

e Language - Check the Spoken, Written and Read languages
options are complete and correct where added:

e To add alanguage if required, select Add under the
correct section (Spoken, Written or Read), select from the
available list and select OK.

3. Select OK to save.
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Clinics Tab

The Clinics tab enables you to determine which clinics (ad-hoc sessions that
are not linked to a specific clinician) are available to your patients online.

To add clinics:

1. From the Vision Online Services Appointments Configuration screen,
select the Clinics tab.

2. All Clinics is ticked by default, to change this to specific clinics, remove
the fick:

f Eeneral T Bookings T Eancellatinns]_T Staff

Clinics T Sezsionz T Slot Types

— Return Appointments for Clinics:

v Al Clinics

Include the following Clinics:

3. Select Add and the Vision Online Services Select Clinic screen displays:

4. Select the required clinic from the list and select OK.
5. Repeatstep 3 and 4 until you have added all the clinics you require.

6. If you have selected all the clinics in the list you are prompted 'All
available clinics have been added to the list.', select OK to continue.




To remove a clinic from the list;

Vision3

1. From Vision Online Services Appointments Configuration screen, select

the Clinics fab.
2. Highlight the clinic to remove.
3. Select Remove.

4. You are prompted 'Are you sure that you want to remove (name of

clinic) from the list¢', select Yes to remove.

Sessions Tab

The Sessions tab allows you to configure site access and locations for sessions

available within online appointments:

Wieh Browser

[ Eeneral T Bookings T Cancellations

Clinics T Sessions T Slat Types

]_T Staff

—5Set Sezzion Locationz

Sezzion [Double Click the sezzion to edit its lozation] ;

2,30 - 600 @ The |MPS Practice
2.30-6.003 The IMPS Practice
9.00-12.30 & The INPS Practice
9.00-12.30 & The INPS Practice
afternoon (@ The IMPS Practice
am @ The IMPS Practice

— Sites:

Maotes Held at Site: [0 e =L e

— Return Slatz from;

v Al Sessions

sad |

Hemove I

(] | Cancel | Help

/ Note - Slots are not available online until they are

marked as Reserved for Web (Vision 3 Appointments ) or

Available for web (Appointments).
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Setting Sessions, Locations and Sites:

To set session locations and sites:

1. From Online Services Appointments Configuration screen, select the
Sessions tab.

2. Complete as required:
e Set Session Locations:

e Session - Lists all sessions added or created in
Appointments. Double click on a session to display the list
of available locations, select the location you require and
select OK.

o Sites - Specifies which sessions should be included for each
location. This enables you to limit which sessions are included
online:

¢ Notes Held at Site - Select the site required and then either
leave the tick in All Sessions or remove the tick and select
Add to select the specific sessions required and repeat as
necessary. Select Cancel to finish. If you have branch
surgery(s) change Notes Held at Site to the alternative
location and add sessions in the same way.

oSee Setting Up Appointment Sessions for Branch
Surgeries on page 37 for further details.

Removing a Session from the list:

1. Highlight the required session and then select Remove.

2. You are prompted 'Are you sure that you want to remove (name of
session) from the liste', select Yes to remove.

20
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Slot Types Tab

The slot type displays when your patients are booking appointments online.
Text used on slof types by staff should be changed to something appropriate
for patients, for example 'MS' should be changed to 'Minor Surgery'.

To change the slot type text that displays:

1. From Vision Online Services Appointments Configuration select the Slot
Types tab:

BE Yision Online Services Appointments Configuraktion 5'

Wieh Browser

[ General T Bookings T Eancellatinnslj Staff

Cliricz T Seszionz T Slot Types

Yision Text | YOS Text |
Blank. Blank,
Marmal Mormal
E mergency Emergency
BOD Book, an the Day

binar Surgeny

Phione Phone

2. Double click the slot type to update and the Vision Online Services
change VOS Text screen displays:

ii ¥ision Online Services change ¥05 Texk 5[

Wigion Text

B
WIS Text
IM inor Surgeny

ok | LCancel |

3. In VOS Text, enter the text you want to display and select OK to save.
4. Repeat steps 2 - 3 until all the slot types have VOS text listed.

Once you have considered and completed all seven tabs as required, select
OK to save and close the Vision Online Services Appointments Configuration
screen.

¥ Remember - You need to update Appointments
Configuration when a clinician joins or leaves your
practice.

You must now configure online appointments from Appointments.

21
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Creating Online Appointment Slots

Once you have enabled and configured online Appointments from Control
Panel you must decide how much of your appointment book you want your
patients to have access to online. You need to consider:

"l

Vision 3 Appointments

Prompting patients about online services

You can turn on a prompt to remind you to register a patient for online
services.

To turn on the prompt:

1. From Vision 3 Appointments - Maintenance - System Constants -
Bookings, tick Prompt to register patient for online booking.

2. Select OK to save and close.
Once selected, each time you select a patient in Appointments who is not

registered for online booking, you are prompted ‘Do you wish this patient to
use Online Appointments’:

Online Appointments

Do o wish this patient to use Online Appointments

Yes Mo

Select either:

e Yes - The patient’s Registration Details screen opens in the background.
Complete the appointment booking then select their registration and
register the patient for Online Appointments. See Creating a Patient
Online Account on page 41 for details.

e No - Results in no further action. You are prompted to register the
patient for online services the next time you select this patient.

22
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Appointment Refresh Rate

Vision 3 Appointments automatically refreshes to show appointments booked
at other sites and via online services.

To set the refresh rate:

1. From Vision 3 Appointments - Maintenance - System Constants select
the Practice tab.

2. Check Refresh after and update the number of minutes if required:

. System Constants |

Practice T BuukingsT Defaults T Backup T Slot EuuntT Reminderz | Patient Infu‘

— Practice Working Day
Include Saturdays [ Include Sundays o

Afternoon ztarts at: |13:|]|] Hide Uzers With Mo Seszions [

— Optimzation

Generate blank zlots v
Befrezh after |1 min(z] of inactivity

Allow overnde of held zlots by uzers with admimstrator nghts |_

(1]4 Cancel

3. Select OK to save and close.

/ Note - If your screen does not refresh regularly, you
may find that when selecting a slot to book, the slot
displays as free on your screen, however, if it has been
booked at a branch or online, you cannot proceed with
the booking.

23
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Setting up Session Types

Session Headers and location display in online services for the patient, so it is
useful to keep them to a minimum, for example ‘AM Surgery’, ‘PM Surgery’.
These session headers can then be used to setup numerous individual sessions
for the clinicians. To create and maintain Session Types:

1. From Vision 3 Appointments, select Plan - Session Type:

Plan Books  MMainker
Slat Twrne

Session Type

Mewy Session
Edit Session
Copy Session

Delete Session
Delete Plan

Zlear Plan
Save Plan fs

Session List

If you are, or have, a branch surgery, it is recommended that you have
session headers for each site. For example, ‘AM Surgery - Main Site’, ‘AM
Surgery - Branch Site’. To help identify site locations for your patients
consider replacing Main or Branch with the actual name.

2. To add a new session, select Add, type your description in the
description window and select OK. To add further sessions select Add
and repeat this process until you have added all the required sessions.

24
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To edit an existing session

1. Highlight the session in the Session Types screen and select Edit:

. Session Types il
Dezcription Seszzion Type
kA Surgery - Branch Clinizal
kA Surgery - kain Clinizal
Climic: Clinical

F'M Surgery - Branch Clinical
M Surgery Clinical

Add | Edit | Delete | Close

2. Change the text in Description as required, select OK to save and close:

x
Description PM Surgery - Main
Clinical v
oK Cancel

To delete a session

1. Highlight the session you want to remove on the Session Types screen
and select Delete.

2. You are prompted 'Are you sure you want to delete the selected session
fypes', select Yes to confirm deletion, or select No to cancel the
deletion.

/ Note - If the session is in use, you are prompted 'Session
Type is being used in a Weekly Plan. You cannot delete
this item.' You need to edit the Weekly Plan to enable the
deletion of the session type.

25
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Travel Clinics

Sessions can be defined as travel clinics. This enables the patient to select a
country from a list, which is then added to the appointments comments and
can be viewed in Consultation Manager and Appointments:

Confirm your booking

The VOS02 Practice

2 Wed 9 Sep 2015 2:00 PM
@ 2:00 PM for 10 minutes
E

& With Dr Travel Clinic
Gender: Female

Reason for the appointment (optional)

Please choose a country. ~

[ Afghanistan

[] Aland Islands

[ Albania

[ Algeria

[0 American Samoa

1000 characters left Please note that practice staff other than the clinician may read this

To create a Travel Clinic session:

1. From Vision 3 Appointments select Plan - New Session to create a new
session, or Edit Session to change an existing session.

2. Check the existing details or add new details as required.
3. Tick Travel Clinic:

B
Type | Clinic Clinical - |

LCancel I
Owner | NURSE PRESCRIBER =l

Distribute Slots

|

Description ITlaveI Clinic

Default Start Iﬁ

Duration W minsz.

Slotz Per Hour m

Active ¥

Colour D

Text Colour {* White " Black

I: Travel Clinic  |v ‘

4. Select Distribute Slots and change the slots to a Web Default travel clinic
slot type.

5. Select OK.
6. Select OK to save and close the session.

The session is now a Travel Clinic and can be added to the appointment
books as required.
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Configuring Slot Types and Reserving Slots for Web Use

Appointments booked by your patient online must be reserved by being
marked Reserved for Web. You can do this either manually or automatically.

When creating or editing Slot Types the following options are available:

Non-Bookable Slots

Non-Bookable Slots are a slot type which cannot be booked. Non-bookable
slots cannot be viewed or booked from Vision 3 or online:

1. From Vision 3 Appointments, select Plan - Slot Type.

2. Select an existing slot type and select Edit, or Add to create a new slot

type.
3. Tick Non-Bookable:
x|
Description |

Warning Meszsage

Mumber of days that zlot can be

booked prior to appointment date I
Colour [ ]
Mon-Bookable r
Mon-Yiewable r
Web Default r
]4 Cancel
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Non-Viewable Slots

Non-viewable slots can be viewed from Appointments, Consultation
Manager, Mail Manager, and 3rd party applications. These slots do not
display online for patients to book, however when booked at the practice,
confirmation emails are sent to patients registered for online services.

6 Important - If appointments are used for messages or
tasks about a patient, for example, ‘Home Visit, message
from patient , and the patient is registered with Patient
Services, an appointment reminder email is sent to the
patient even if the slot type is non-viewable.

* Training Tip - For intfernal messaging or tasks, practices
should consider using Daybook/Tasks which is specifically
designed to create, track and complete administrative
tasks.

1. From Vision 3 Appointments, select Plan - Slot Type.

2. Select an existing slot type and select Edit, or Add to create a new slot
type.

3. Create a Slot Type as usual adding a description, warning message and
colour as per practice protocol.

4. Select Non - viewable.

5. Select OK.

Web Default/Bookings

Defining a slot as Web Default/booking automatically reserves the slot(s) for
web use when added to a session. Each time a session is extended that
contains Web Default/bookings slots, they are automatically created and
marked Reserve for Web. You can also book Web Default/bookings slotfs from
within Appointments:

CLIMIC

IR eserved far web

1. From Vision 3 Appointments, select Plan - Slot Type.

2. Select an existing slot type and select either Edit or Add to create a new
slot type.

3. Create Slot Type as usual adding in description, warning message and
colour as per practice protocol.

4. Select Web Default.
5. Finally, select OK.
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Reserving Slots

For slots to be available online they must first be reserved in Vision 3

Vision3

Appointments. Only slots marked Reserved for Web are available for patients

to book online.

You can define slots for web booking:

e Automatically when adding/editing sessions. See Reserve for Web -

Automatic on page 29 for details.

¢ Manually each time the appointment books are extended or modified.
See Reserve for Web - Manual on page 30 for details.

/ Note - Reserved for Web slots also require Staff and
Session setup in Online Services before they are available

to patients.

Reserve for Web - Automatic

Reserved for Web slots can be automatically created in the following ways:

1. From Vision 3 Appointments, select Plan - New Session or edit an existing

session and select Distribute Slots.

2. Select aslot that has Web Default ticked for distribution in the session,
Yes displays in the web column.

3. Select OK.

4. Select OK again:

. Slot Distribution

Time

2 |14:40
3 _|1450 BOD
4 |15:00

5

£ |15:20
7_|1%:30 BOD
g (1540
9 _[1%50

16:10
12_[16:20 BOD
13 1830
14 [16:40

16 |17.00
17 |17:10 BOD
[ 18 |17:20
13 1730
20

x

—Slot Type

es

Tes

1

Bk

| Hormal |

Duration 210

Slots Per I - l
Hour 6

Outstanding
Blanks Il]

Arrange

Custom

Ud

LCancel

/ Note - When you next run Extend Books, the Reserved
for Web slots that have been set as default appear online

and in the Vision 3 Appointment book.
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Reserve for Web - Manual
Reserving Slots manually can be done for:
e Individual appointments
e Multiple appointments
e Recurrent appointments
From Vision 3 Appointments, to reserve individual appointments for use by
online appointments:

1. Open a view and highlight the required slof.
2. Right click and select Reserve for Web.
3. The selected slot now displays as Reserved for web:

CLINIC

IBeserved for web

/ Note - To release the reserved slofts, right click on the
slot and select Reclaim from Web.

From Vision 3 Appointments, to reserve multiple appointments for use by
online appointments:

1. Open a view and find the slots required.

2. Highlight the required slots by holding the Ctrl key on the keyboard, then
selecting each slot required.

3. Right click and select Reserve for Web.
4. The selected slots now display as Reserved for web.
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From Vision 3 Appointments, to reserve recurrent appointments for use by
online appointments, for example, 11:00 appointment slot and all future
matching 11:00 slots with matching session type and book owner, within a
specified time frame:

1.
2.
3.

Open a view and find the slof(s) to reserve, highlight the required slot(s).
Right click and select Reserve for Web - All Sessions.

The Reserve For Web - all sessions screen displays. Enter a Start and End
date (double click to access the calendar) to specify when the slots are
to be reserved.

You are prompted to 'Reserve the selected slots for all instances of their
session in the selected time range'. Select either:

o Irrespective of the owner of the session instance

e Only if the owner of the session instance is the same as the owner
of the selected slot:

-
Reserve For Web - all sessions

Start Date  [25,03/2011 End Date | 720672012

Selected 5lots

Date\Time  Dwner Reseive the selected slots for all
11:30:00 s instances of their setzion in the
11: 40600 s selected time range. ..

& Imespective of the owner of the
£RETion inclance

Only if the owner of the sezzion
[ instance is the same as the owner
of the: selected slot

Each current slot that matches the selection is now reserved for use for
online appointments. When extending appointment books, slots are
reserved for the time period specified. The selected slots display as
Reserved for Web.

To release the reserved slots, right click on one of the affected slots and
select Reclaim from Web - All Sessions.

0 Important - You need to repeat this process when the
time period expires to reserve new extended slofs.
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Appointments and Appointments Setup

Configuring Slot Types for Web Use

Appointments booked by your patient online must be reserved by being
marked Available for Web. You can do this either manually or automatically.

Defining a slot as Web Default automatically allocates the slot(s) for use with
online services. Each time your appointment books are extended the slots are
automatically created and marked Reserve for Web. These slots can also be
booked as normal in the practice.

Manually Defining a Slot as Available Online
To manually set a slot as Reserved for Web:

1. From Appointments, select either the Session or Day view, right click on
the appointment(s) required.

.
2. nnitems selected displays at the bottom of the screen

confirming the number of items selected and the toolbar activates at
the top of the screen.

Enable web booking

3. Select Enable web booking and the selected slot(s)

update to Available for Web.
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Automatically Creating Slots Available Online
To automatically create Web booking slofs:

1. From Appointments Setup, select Slot types .

) Add slot type... .
2. Select either Add slot type , or select the slot to edit and
select Edit ".
3. Complete the Slot Type details in the usual way.
. Tick Web bookings.
5. Select Apply.

oSee the Appointments Help Centre (htips://help.cegedim-
healthcare.co.uk/Appointments_new/content/home.htm) and the
Appointments Setup Help Centre (hitps://help.cegedim-
healthcare.co.uk/Vision_Appointments_Setup/Content/Home.hitm)
for further details.
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Online Appointment Reporis

To help manage online appointments, the following reporting tools are
available from Vision 3 Appointments:

e Online Appointments Report - Enables you to analyse online
appointment usage by patients, looking at slots available, booked or
cancelled, or search for Reserved for Web slots. See Online
Appointment Report on page 34 for further details.

o Did Not Attend (DNA) Report - This report indicates whether the
appointment was booked online. See Did Not Attend (DNA) Report on
page 36 for further details.

/ Note - If you use Appointments, reports can be run from the
Appointments Report app. Contact your Account Manager for
details.

Online Appointment Report

The Online Appointments Report enables you to analyse the availability,
booking and use of online appointments.

To create an Online Appointments Report:

1. From Vision 3 Appointments, select Search - Online Appointments
Report.

2. The Online Appointments Report screen displays:

. Online Appointments Reporkt ﬂ

— Report Type

I Slotz available online j

CAROL SATURM
FLL

MICHAEL NEPTUME - Date Range
MURSE FRESCRIBER i

Start: |2?m?;2m 7
End: |—

Date of:
Appointment j

— Options:

Print Preview

Print Options

T
_Pint Qptions
_ o |

Cloze
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Complete as required:

e Report Type - Select one of the following reports from the
available list:

e Slot Available Online
e Slots Booked Online
e Slots Cancelled Online
e Owners - Select the required owners, or tick All.

« Date Range - Select the date range you require, the default start
date is today’s date and the end date can be left blank.

o Date of - Select a Date of option from the available list, the
options are:

e Slots available online - Date of Appointment only.

o Slots booked online - Select date of Appointment, or date
of Booking.

e Slots cancelled online - Select date of Appointment,
Booking or Cancellation.

Select Print to run and print the report.

To view the report on screen, select Print Preview, this report can then be
printed. To print, simply select Print.

Select Close to finish.

/ Note - The reason for the appointment or cancellation
(if added) is included.
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Did Not Attend (DNA) Report
The DNA report displays all DNAs and identifies those that have been booked

online.

To create a Did Not Attend Report:

Vision3

1. From Appointments, select Search - Did Not Attend Report.

2. Select a date range, clinician(s) and exclude booking reasons if

required:

—Date Range
Start: [27/0472017
End: [26/0772017

~ Minimum Number of DNAs ———
Include patients with I

= Dptions:

Did Mot Attend Report

Print Previe

il

ate Group

Close

Exclude Booking Information ——

Description

3. Click Print Preview to view the report prior to printing and then Print if

required.

DNAs that have been booked online display with (Online Booking) printed
below the appointment details.
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Setting Up Appointment Sessions for Branch Surgeries

If you have multiple sites, you may want to offer your patients online slots that
are available aft their site only. In order to provide site specific appointments,
you must complete the following steps:

Step 1 - Patient Registration

For all patients you must:

(4l
LT

1. From the Vision 3 front screen, select Registration L_E22502000 | gnd

select the patient's reqistration record in the usual way, see Selecting a
Patient in the Registration Help Centre for details if required.

2. The Registration Details screen displays, select the Other tab:

[N Registration Details Ed

[ Incomplete Details

Famil_lgl Congent | Online Services | Licicic s |
Perzonal I Addrezz | Fegistration I Molzz  Other | Ic: I
RPF Mileage: ‘walking units: additional [dentifier:
[z [0 [1554
Blocked route or Special digtric: I_ Dizpenzing: N
Residential Inztitube: Preszcription charge exemption:
IN::: S election j IN::- zelection j
Houzehold B anl: Capitation Supplement;
IN::: selection j IND selection j
tedizal [nsurance; Motes Fept at;
IN::: Selection | ] INPS Leeds Test Practice
Recordz Requested by TF: | Docode ot T =
Date Records Requeszted by TF; I [ate Records Sent by TF; I

3. Under Notes Kept at, select the appropriate site.

/ Note - This site must have been set up in Control Panel
- File Maintenance - Practice, see Branch Surgery in the
Management Tools Help Centre for details.

4. Select OK to save.

¥ Training Tip - This should form part of your patient
registration process if you have a branch surgery.
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Step 2 - Setting Session Location

1. From the Vision 3 front screen, select Management Tool - Control Panel

s i

Cnline

Control Panel

- File Maintenance - Online

2. The Vision Online Services screen displays. From Services -
Appointments, select Configure:

| Bl Yision Online Services x|

— Global
v Enable Yision Online Services Configure.. |
v 05U

— Services

&ppointments: W Enabled Configure.. |
Prescription:
|V Fiepeat: [ Enabled Canfigure.. |

dcaibe. [ Frghlad

3. Select the Sessions tab and one by one, double click on each session
and select the appropriate location (site) for that session:
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Bl ¥ision Online Services Appointments Configuration

Web Browser

[ General T Daclicse T Eancellatiuns]_T Staff

Clinics ] Sessions Slot Tepes

— Set Session Locations

Sezsion [Double Click the seszion to edit itz location) :

afternoon surgen (@ IMPS Leeds Test Practice -
AFTERMOOMN SURGERY Ex @ INPS Leeds Test Practice

Bugy (@ INPS Leeds Test Practice

Default session & IMPS Leeds Test Practice

GP Surgery @ |MPS | eeds Test Practice
GP YOS @ INPS Leeds Test Practice LI

BE ¥ision Online Services change session location

|GP Surgery @ NP5 Leeds Test Practice

(1] LCancel

Add | Femaove I

Ok I LCancel | Help |

4. Select OK to save.

5. From Sites - Notes Held at Site, select the site you are setting up and
remove the fick in All Sessions.

¥ Training Tip - The removal of the tick in All Sessions is
what limits your patients choice, leave it ticked to display
all available sessions at all sites.
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6. Select Add and select the session for your specific site, select OK and

Vision3

repeat until all the sessions for this site display in the Return Slots from list:

'eb Browser

|/ General T Bookings T Cancellations

Clinics T Sessions T dlot Types

]_T Staff

— Set Sezzion Locations

Seszzion [Double Click the seszion o edit its loczation) ;

afternoon surgery & INPS Leeds Test Practice

Busy @ NP5 Leeds Test Practice
Default zeszion @@ IMNPS Leeds Test Practice

2P Surgem @ INPS |eeds Test Practice
GP YOS @ [MPS Leeds Test Practice

AFTERMNOOM SURGERY Ex @& INPS Leeds Test Practice

— Sites:

Motes Held at Site; | INPS Leeds Test Practice

— Return Slots fram:

[~ &l Sessions

GEP Surgene @ IMPS Leeds Test Practice
borming Surgeny & IMPS Leeds Test Practice

&dd

Hemowve

BE Yision Online Services Select Site Sessions

afternoon surgen (& INPS Leeds Test Practice

=~

Cancel |

7. Select Cancel.
8. Select OK o save.
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Creating a Patient Online Account

To create an online account for a patient, complete the following:

4

LT

Registration and

1. From the Vision 3 front screen, select Registration
then select the patient required.

2. The Registration Details screen displays, select the Online Services tab:

[N Registration Details E
r Incomplete Detailz

F'ersgnall Addregsl Fegistration ﬂotesl Dthgrl Igsl Select Online
Familyl Comzent  Online Services Services

—Account Status
Preferred Email &ddress: SE|ECT TG Odd
[ - - | Add | an emai
Preferred SMS Mumber: Gddress
IND Selection j Werify | Add |
|dentification |< Select to add
identification
' Created € Fegistered ) Aotive € Locked Frepritt Account Details |
Create Urline Account |< Select to create
Function | Enabled | Motes [« Iotes | an online
Glohal uccgunT and
Appointments - - pr’lnT the
Frepeat Tick the services registration
foute v required for this letter
Patient Messaging atient |
Surnmamy Data p
Detalled Coded Record O LI | |
1] 8 | Cancel | Contacts | Help |

3. Complete the following:

Preferred Email Address

Preferred SMS Number

Add Patient Identity Verification Details
Select Online Services

/ Note - If you update a patient's Preferred Email
Address, Preferred SMS Number or any Function and select
OK, without selecting Create Online Account, an error
message displays. Select OK to undo your changes or
Cancel o return to the Online Services tab and select
Create Online Account to create an online account.
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4. Select Create Online Account. Your preferred word processor launches
displaying a letter containing the patient’s online registration details.

/ Note - If you are using a Microsoft Office 365 version of
Word, you must ensure Open e-mail attachments and
other uneditable files in reading view is ticked, see Setting
Up Microsoft Office 365 Word for Patient Online Services on
page 43 for details.

5. Check the details, print out the letter and hand it to the patient. If the patient
has a verified email address, a PDF (printable) copy of the letter is also
emailed to the patient. The Online Services tab updates to display that the
account is Created:

¥ Created " Fegistered ) Active £ Locked Reprint Account Details

T Rezet Online Account

| Online Services status - Created

6. Select OK to close.
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Appendix

Setting Up Microsoft Office 365 Word for Patient Online
Services

If you use Microsoft Office 365 for your word processing, Open e-mail
attachments and other uneditable files in reading view must be ticked.

To check this setting:

1. With Vision 3 closed, open a blank Microsoft Word document.
2. Select File - Options - General and then under Start up options, tick

Open e-mail attachments and other uneditable files in reading view:

General L
«® General options for working with Word
Lage
Diaplay
Proafing User Interface options
Lave B Show Mini Teolbar on selection
anguage ] Enable Live Preview

ond I Update document content while dragging

ScreenTip style  Show festure descriptians in ScreenTips -
Customiize Ribban

Quick Access Teolbar Perscnalize your copy of Microseft Office

Add-inz Lser narme: Helen

Trust Center Initials: H
[ Abways use these values regardless of sign in to Office.
Office Theme: | White w

Start up options

Choose the exenssons you want 'Word te open by default: | Default Prograrms..,

EI Tell mee f Microsoft Word i=n't the default program for viewing and edrbng docurments.
E ﬂp!l‘l e-mail attachmerts and ather unedtable files in reading view

B Show Ehe Star soreen when this application stas

oK Cancel

3. Select OK to save.

Vision3
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Using the Message Editor

The message editor allows you to format online messages. It is available in the
Welcome, Appointments and Prescription message configuration screens:

iw. ¥ision Online Services Global Configuration
Weh Browser
Language Welcoms | Registation | NHS Mail
option onl
{]E")Ul.lﬂble |?il " “Welcome Message: IEninsh j
Wales Source | I.&rial =] ,ﬂfl Avl

Blz[y| ol

1=
e z=
— | T—

gL
i

z |*§|

Welcome to the Visionary Healthcare Practice

The Visionary Healthcare Practice has four full-time
doctors: Dr Carol Saturn; Dr Fiona Venus, Dr Michael
Meptune and DR sarah Jupiter.

We have been a training practice since 1996 and we
PR

S T ISR PPy U T [P S P T | VSN B

g | LCancel | Help

Enter your message in the Welcome Message screen using the following

formatting:

Wieloame Meszage: I Englizh

=

language for this version, remember you should be adding both an
English version and a Welsh version.

. Source |

Vision3

Welcome Message (Wales only) - Select a

Source - Displays the HTML source of the message and is the
only way you can add tables. If you are comfortable working with

HTML tags, you may want to use this view to edit the HTML directly. See
Formatting HTML Messages on page 45 for details.

| &ria

[

Font - Allows you to change the font.

[ ] _|_|A‘ A‘

. BlIlul

Bold, Italic, Underlined.

. Text colour/ Background colour.

Font size - Allows you o increase and decrease the text size of
the highlighted text.
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o L2 Bulleted/numbered list.

Decrease/increase indent.

4 Note - If you want to add an image to your message,
you must link to an image which can be accessed over
the Internet and not one stored locally. Locally stored
images do not display on the website.

Formatting HTML Messages
Messages can be formatted using HTML formatting tags. HTML tags are:
e Used either side of a keyword you wish to format.

e The tag always has angle brackets, denoting the starting and closing of
the tag, for example, <html>.

e HTML tags normally come in pairs, for example,<b> (the starting tag)
and </b> (the closing tag).

e You can use multiple tags, but each tag must have brackets at the
start and end of the tag, for example, <p><b>.

This is a list of the most common codes:

Starting Closing Description

Tag Tag
<h1> </h1> First Heading. Headings can be defined with <h1> to <hé>
tags. <h1>is the largest heading and <hé> is the smallest.
<p> </p> Paragraph

<pb> </b> Bold text

<i> </i> Italic text

<small> [</small> |Small text

<sub> |</sub> |Subscript text

<sup> |</sup> |Superscript text

<br> This fag adds a single line break, it does not need a
closing tag.

For example, applying the bold <b> tag to the 1st line of the message like
this:

e <b>Welcome to the Visionary Healthcare Practice</b>
Displays as:
e Welcome to the Visionary Healthcare Practice
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