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Vision3
Patient Services - Configuration User Guide

Introduction

Patient Services is a website that enables patients in England, Scotland and
Northern Ireland to request services from their GP practice online, at a time
that is convenient to them.

Current online services are:

e Appointments - Enables patients to view, book, or cancel
appointments with their doctor/nurse, see Configuring Online
Appointments on page 9 for details.

e Medication - Enables patients to request their medication. The
message is sent to the practice to action, the patient then collects the
prescription as per the practice protocol, see Enabling Online
Prescriptions on page 35 for details.

e Messaging - Enables you to both send and receive messages to and
from your patients, without having to leave Vision 3, see Enabling
Online Patient Messaging on page 39 for details.

e« Summary Data - Enables patients to view their recorded allergy,
prescription history and given immunisations, see Enabling Online
Patient Summary on page 40 for details.

¢ Detailed Coded Record (DCR) - This enables patients to see detailed
coded information such as diagnosis, examination findings such as
blood pressure, procedures and investigations. What displays depends
on settings within the GP practice, see Enabling Online Detailed Coded
Record Access on page 46 for details.

« Demographics - Enables patients to view and/or update certain
aspects of their demographic information, see Enabling Online
Demographic Access on page 47 for details.

e« Pharmacy Nomination - Enables your patients to view their preferred
pharmacy and in England they can also see and update their
Electronic Prescription Services (EPS) Nominated Pharmacy, see
Enabling Pharmacy Nomination on page 49 for details.

This guide explains how to set up and configure online services within Vision 3
- Control Panel ready for your patients to access the services you choose to
enable.
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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, see page 6

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

e NHS Mail - No Longer used.




Welcome
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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 50 or
Formatting HTML Messages on page 51 for details.

. Yision Online Services Global Configuraktion

Weh Browser

YWwelcome Mezsage:

1 Regstiaion | NHS Mai

Source | I.-i'-.rial

Blflul & | gg"

=l A‘|A’|

= li=] ==
=z =]
+— | F— = | =¢F

Welcome et

Enter your Welcome to the Visionary Healthcare Practice

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

We have been a training practice since 1996 and we
sl

S I IR SRRy TPUY S [Py SR

P S 1) I T,

[

0k LCancel Help

2. Select OK to save.

/ 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. On 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 ticked 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 a Basic Online Services Account

You can enable your patients to register for a basic online services account,
also known as an Online Services User (OSU). Registering as an OSU allows
patients to quickly and easily register and book appointments online:

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

Hd

Cnline

Maintenance - Online Services

screen displays.

and the Vision Online Services

2. Tick OSU to allow your patients to create a basic online services

account:

BE Yision Online Services |

Global
’7 ¥ Enable Yizion Online Services
[ Osu

Canfigure.. |

3. Select OK to save.
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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 further details).

To enable online appointments:

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

Hid

Cinline

Maintenance - Online

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

|
— Global
¥ Enable Yizion Online Services Configure.. |
v 05U
Tick — Services

Appuin’rmen’rs ety ¢, cintrznits: W Enabled Corfigure.. |
TD Enﬂble Frezcrption:
|V Fiepeat [ Enabled Canfigure.. |

docagbe [ Erghblod

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 11.
Did Not Attend (DNA), see Did Not Attends (DNAs) on page 12.




Add Appointment Message
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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. Type 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 51:

BE ¥ision Online Services Appointments Configuration

Weh Browser

[ Clinics T Sezzionz T Slot Types ]

onar ]’ Eockings T Cancellations T

Staff

—A&ppointmentzs Meszage

Source | I.ﬁ.rial j AL|AT|

B|r|u| Al == ==

Please contact the practice if canceling an

=

Enter your

appotmtment due today.
<

Appointments
message here

[

—OMAz
[~ Dizplay DMAs to patient
¥ Prevent access to W05 after this many DMAs I? :II

¥ Check DMAz in thiz range |-| year

ok Cancel

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

11
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case of a query regarding booking or cancelling an
appointment please contact the surgery in the usual way'

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
[T Display DM&s to patient
[¥ Prevent access to W05 after thiz many DMAz I? :II

¢ Check DMasz in thiz range |1 year

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.




Bookings Tab

The Bookings tab allows you to configure existing and new online

appointment bookings:

in ¥ision Online Seryices Appointments Configuraki

|/ Clinic= T Seszion: T Slat Tupes ]

Gerneral T Bookings T Cancellations T

Staff

b aximurn Outztanding Appointrents Allowed I'ID—
Haow Far in the future can appointments be booked ? W
v dllow weekend Bookings 7

v Dizplay &ppaintment Duration 7

[+ Send Email Booking Confirmation ?

[~ Send 5M5 Booking Confirmatian 7

[+ Send Email Beminders 7 IW befare
I~ Send SMS Reminders ? [1Tday  before
[ Allow patients o submit & reazon with e booking ?
[+ Display Feazon for booking for existing appointments 7
v Allow Reason bo be edited 7
oK Cancel Help

Complete as required:

Vision3

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 the following
message 'You have reached the maximum number of bookings
allowed. No further bookings can be made at this time.".

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).
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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 cancellation email confirmation messages are sent.

e Set cancellation reasons, see Cancellation Reasons on page 16:

‘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:

BE Yision 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

o 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:

Return Appointments far Staff kdembers

[ &l Staff

-
-

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

/ 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:

in Yision Online Services Seleck Skafk

ok | Cancel I

4. Repeat steps 2 - 3 until you have added all the staff required.
5. Select Cancel to finish.
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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:-nall F'p:ufessiu:unall 1dentifier$| Addiesses  Language |

—Spoken Language———————— —Witten Language —FRead Language
Language CommLin. Language CommLi, Language
A
Add | Edit | Dalziz | Add | Edit | Delete | Add | Dielete
Th‘? 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 | conca |

1| | 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.

All Clinics is ticked by default, to change this to specific clinics, remove
the tick:

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:

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

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

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;

1.

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

Highlight the clinic to remove.
Select Remove.

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




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

available within online appointments:

Wieh Browser

[ General T Bookings T Cancellations

Clinics T Sessions T Slat Types

]_T Staff

—5et Sezzion Locations

230 - £.00 & The IMPS Practice

2.30-6.00 @ The IMPS Practice
9.00-12.30 & The INPS Practice
9.00-12.30 & The INPS Practice
afternoon (@ The IMPS Practice
am (& The INPS Practice

Seszion [Double Click the session to edit its lozation] ;

— Sites:

Maotes Held at Site: [N el e

— Return Slatz fronn:

v Al Sessions

Add

Hemove I

Cancel

| Help

/ Note - Slots are not available online until they are marked

as Reserved for Web (Vision 3 Appointments

Available for web (Appointments

20
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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.

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.

21
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Slot Types Tab

The slot type displays when your patients are booking appointments online.
Text used on slot 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:

Web Browser

[ eneral T Bookings T Cancellations Staff )
Clinizz T Sezsions T Slot Types

Yision Text | YOS Test |
Blank. Blank,
Maormal Mormal
Emergency Emergency
BOD Book on the Day

Minor Surge
Phone Phone

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

BE Yision Online Services change ¥05 Texkt ﬂ
Wizion Text
B
YOS Text
IMinDr Surgery
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.

22
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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.

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

23
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Appointment Refresh Rate

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 HemindersTPatient Infu‘

— Practice Working Day
Include Saturdays [ Include Sundays o

Afternoon starts at: |13:|]|] Hide Uzers With Ho Sessions [

— Optimzation

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

Allow overnde of held zlots by uzers with admimstrator nghts r

(1] 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
appears as free on your screen, however, if it has been
booked at a branch or online, you cannot proceed with
the booking.

24
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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 Mainter
Slak Twne

Session Type

Mew Session
Edit: Session
Copy Session

Delete Session
Delete Plan

Zlear Plan
Save Plan As

Session List

2. 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.

3. 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.

25
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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
types', 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.

26



Travel Clinics
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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

B Wwed9 Sep 2015 2:00 PM
@ 2:00 PM for 10 minutes
|

& With Dr Travel Clinic
Gender: Female
Reason for the appointment (optional)

Please choose a country. ~

[ Afghanistan
[ Aland Islands
[ Albania

[ Algeria

[ American Samoa

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

To create a Travel Clinic session:

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

Check the existing details or add new details as required.

Tick Travel Clinic and then select Distribute Slots and change the slots to
a Web Default travel clinic slot type:

I
Type | Clinic Clinical - | ok
Cancel |
s {NURSE PRESCRIBER =
Distribute Slots

Description ITraveI Clinic

Default Start Iﬁ

Duration IF mins.

Slotz Per Hour m

Actlive v

Colour e

Text Colour i* white i Black

Travel Clinic |v
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4. Select Distribute Slots and change the slots to a Web Default travel clinic
slot type.
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.
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:
e Non-Bookable Slots - These are a slot type which cannot be booked or
viewed from Consultation Manager 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:
]

Descrption |

Warning Mezzage

booked prior ta appointment date |
Colour |:|
Hon-Bookable r
Mon-¥Yiewable r
Web Default r
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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.

0 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, tfrack and complete administrative
tasks.

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 in 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 slots from within Appointments:

CLINIC

IR eserved for 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 Appointments.
Only slots marked Reserved for Web are available for patients to book online.

You can define slofs for web booking:

e Automatically when adding/editing sessions. See Reserve for Web -
Automatic on page 30.

e Manually each time the appointment books are extended or modified.
See Reserve for Web - Manual on page 31

/ Note - Reserved for Web slotfs 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 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 |

e TmE e [ &]| [ Slet Type
| ||| oo -
14:40] Yes
1450 EBOD

15:00 Duration 10

15:20 Yas flt’ltlf Per g |
1920 BOD Dutstanding

15:40)

5 |1550 Yes Blanks o
10
11_|1&:10 CrrErEE
12 1620 BOD _—
13 |1E:30 Yes Cuztom
14 |16:40 -
15
16 |17:00 ‘ez
17 1710 BOD

18 |17:20 =

S
20

21 7 Cancel |
4 3

—

oo [~ o o [ foo e

/ Note - When you next run Extend Books, the Reserved
for Web slots that have been set as default appear online
and in the Vision Appointment book.
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Reserve for Web - Manual

Reserving Slots manually can be done for:
¢ 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 slot.
2. Right click and select Reserve for Web.
3. The selected slot now displays as Reserved for web:

CLIMNIC

IReserved 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 Control Key on the keyboard,
then selecting each slof 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 tfime frame:

1.
2.
3.

Open a view and find the slot(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, from 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

and the selected slot(s)
e,

3. Select Enable web booking

update to Available for Web and are indicated by a Globe within

the sloft.
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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 (hifps://help.cegedim-
healthcare.co.uk/Vision_Appointments_Setup/Content/Home.htm)
for further details.
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Enabling Online Prescriptions

To enable online prescriptions:

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

d

onl . i i
" | and the Vision Online Services

Maintenance - Online Services
screen displays.
2. Tick Prescription and then fick:
Repeat to enable your patients to order repeat medications
online.
e Acute fo enable your patients to request acute (one off)
medications.
3. Now select Configure to customise how online prescriptions works for
your practice.

You need to configure how your patients see prescriptions within your Patient
Online Services website. You should consider the following:

i

Online |

From Control Panel - Online
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Add Prescription Message

The prescription message displays within the My Prescription section of your
patient online services website.

From Control Panel - Online Services - Prescriptions Configuration, enter your
prescription message in the Prescriptions Message section of the General tab
using either:

e The formatting editor provided, see Using the Message Editor on
page 50, or

e HTML formatting tags, see Formatting HTML Messages on page 51:

Web Browser

General I

— Prezcrptions Meszage:

Source ||.-‘-‘-.ria| | A‘ln'l

B|z|u| Al == ==

Please allow 48 hours before collecting vour -
prescription
Add your
message here
[
— Histomny

Showw request higtary up to I 3 :II ot

— Patient bMeszage

[T Allow patients ko submit a free-text message with their requests

ok Cancel

/ Note - To help prevent confusion surrounding who to
contact if your patients have a problem, we ask that you
add the following to your Prescriptions Message: 'In the
case of a query regarding a prescription please contact
the surgery in the usual way'.
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History
You can set a time frame to display the patient’s repeat request history:

e From Control Panel - Online Services - Prescriptions Configuration -
General - History, use the arrows to select a from between 1 - 12
month(s):

Hiztary
|V Show request histary up to I 3 j ranths

A
|

Select a time frame for
prescription history to display

Patient Message
You can allow your patients to contact you via their prescription request:

e From Control Panel - Online Services - Prescriptions Configuration -
General - Patient Message, tick Allow patients to submit a free-text
message with their requests:

v &llow patients bo submit a free-text meszage with their requests

5

|' Patient Meszage

Tick to dllow patients to sulbbmit
messages with their medication requests

/ Note - When this option is selected, a warning
message displays, advising the practice to ensure that the
necessary processes are in place to check any messages
entered by the patient.

Vision3
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e

And from Control Panel - Settings L2509

Define Old Repeat Offset

Vision3

The Old Repeat Offset determines what repeat prescriptions can be ordered

online.
To change the Old Repeat Offset:

1. From Management Tools - Control Panel - Settings

Setkings

s

Therapy tab.

2. In Repeats - Old Repeat Offset add a time span, for example, if you

, select the

select an offset date of ‘4m’, patients can only order repeat
prescriptions which have been issued within the last 4 months, you can

use D for days, M for months and Y for years here. Repeats not issued

within this time display on the Unavailable list:

Therapy Prescriptionsl
~Medication Rewvi aK |
Date Offset Overdue Offset DueOffzet Default Read Code
|12 manths |D WEArS 2 weeks 8B35.00-Medication review j Cancel |
Date Offset Limit
Helg |
|1 3 months
_P\upucub
0ld Repeat Offset Repeat Limit Repeats Interval Repeat Dizpenszing Waming Days
4 months 366 |25 days {10
7 Cuubic inuciizuii JReactivation Reason ¥ Enable Repeat Dispensing
Non Medical Prescribing
’iﬁpply Mational Drug Selection Rule? [” Restricts prescriber choices

3. Select OK to save.

Once you have finished configuring each option, select OK to save and

close.
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Enabling Online Patient Messaging

The Patient Messaging app is a Vision 3 app that allows you to both send and
receive messages to and from your patients, without having to leave Vision 3.

Your patients have access to this facility from within the Patient Services

website.
To enable Patient Messaging:

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

Maintenance - Online Services

Hd

Cnline

screen displays.

and the Vision Online Services

2. Tick Patient Messaging Enabled to enable Patient Messaging.

3. Select OK to save.
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Enabling Online Patient Summary

Patient Summary allows you to enable your patients to view a subset of their

medical record.

In England, Scotland and Northern Ireland once enabled, providing the two
clinical terms that permit access are added to the patient record in the
correct order, see Record Read Code for Access to Patient Summary on
page 41, your patients can view their:

e Allergies - Drug and non-drug.

e Medication Issued - Acutes and repeats (including discontinued

repeats).

e Immunisations - Only those recorded in the Immunisations Structured
Data Area (SDA) with a Status of Given display.

To enable this:

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

Maintenance - Online Services
screen displays.

Hid

Cnline

and the Vision Online Services

2. Tick Summary Data to enable patient access to their summary data.

3. Select OK to save.
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Record Read Code for Access to Patient Summary

In order for your patients to view their Patient Summary once the functionality
is enabled at your practice, you must add the following data to the patient
record in the following order:

Step 1 - Patient identity verification - See Adding Patient Identity
Verification Details on page 42 for details, this step should have been
completed when the patient was registered for online services.

Step 2 - Electronic record notes summary verification - See Recording
the Read Code for Access to Patient Summary on page 45 for details.

It is Important to note -

You must only record 93440 Electronic record notes summary verified if
the patient already has 91B..00 Patient Registration Data Verified
recorded. This is an NHS requirement and is the practice's responsibility
to manage.

It may take up to 24 hours from adding these codes until the patient
can see their Summary tab.

Before going live with Patient Summary, you should check for patients
who already have 93440 Electronic record notes summary verified on
their record, recorded in relation to something other than the online
Patient Summary. For such patients, you can edit the record and
change the Read code to another appropriate Read code.

You can start to record and monitor Read codes for patients to access
Patient Summary at any point, you do not need Summary Data
enabled to do this.

You may wish to review patient records before allowing patients to
access their summary. You can frack patients with or without this Read
code using the Online Services Clinical Audit.
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Adding Patient Identity Verification Details

When a patient asks to register for online services, you must ask them to
provide a form of identification. Once viewed, you must record that you
verified their identity on their patient record in both of the following ways:

Record a patient registration data verified history entry

HlH

Consultation Manager

1. From Consultation Manager
required.

, select the patient

2. In Read Term - Add, type #91B and press enter.

3. 91B..00 Patient registration data verified displays, select OK to trigger the
History - Add form:

[=] Read Term - Add Rok | X Cancel |

|E1 B..00 Patient reqistration data verified

4. On the History - Add form, add comments and change the Priority if
your practice protocols dictate:

H; History - Add £ Becall | EE |05 | [E5] émlhﬂr| I ok | ¥ Cancel | % Help I
Evert Date: Chirician; [ Private
[13.July 2015 [User, Dr Vision | ¥ InPractice

Bead Term hor Characternishic:
[915._00 Patiart registation data vetified

Comment: Type of Charactenistic:  Epeode Tiype:
| | Admristation j |l:Ilhe1 j

Prority:  End Date:

EE

5. Select OK fo save.

/ Note - You can add 91B.00 Patient registration data
verified if you can vouch for a patient who does not have
documentation. You should record that the patient has
been vouched for in the free text notes.
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Record an Identification entry

Identification is a screen for recording the type of identification presented by
the patient within Registration. If identification is not recorded it is not possible
to complete the creation of the online account.

Select either:

"
wr

« Registration L_Rsaisration | select the patient required, select the
Online Services tab and then select Identification:

Il Registration Details x|

[ Incomplete Details [ Incomplete Reglinks

F'ersgnall Address | R egistration I Mates | Other | [dz |

Familyl FF'EEII Conzent  Online Services Ereferencesl

—Account Status
Preferred Email &ddress:

g R e

Preferred S5 Mumber:

IN::: Selection j "v"erif_l,ll .-'1‘-.|:|-:||

|dentification

% Created " Begistered ) Bctive ) Locked Reprint Account Details

Rezet Online Account

or,

+ Consultation Manager [ €2msultation Manager | oot the patient required,
select List and then select Identification:
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1.

2.
3.

The Identification Type screen displays:

Identification Type

Identification recorded for ALEXANDER ALAN [S67E835140]

Date I Type | Uzer I Text

2TA0F/2M T Pazsport Mz Jare Recephonist Mo 123456729
20/0772M7F Driving Licence  Mr System Supervizorn

Claze

Select Add to add details.
The Identification - Add screen displays:
Identification - Add
Date:  fogs07/2015 =l
Type: IBank Statement j
Staff: IMau:u:I, Mrz D j
Freetext: [ ﬂ
k. Canicel |

Complete as required:

Vision3

o Date - Completes with today's date. Select to display a calendar

and choose the date the identification was presented if

required.

o Type - Select from the available list:
e Personal Vouch
¢ Information confirmation
e Passport
e Driving Licence
e Birth Certificate
e Bank Statement
o Utility Bill
e Other
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o Staff - Select the staff member that checked the

identification from the available list, this inifially defaults to

the person currently logged in.
o Freetext - Enfer any free text comments required.

/ Note - If a patient provides another form of ID in the

future, rather than edit the existing information, you should

add a new entry.

Recording the Read Code for Access to Patient Summary

In order for your patients to view their Patient Summary data, you must add
the following clinical terms to each relevant patient record after recording

their identification:
e 93440 Electronic record notes summary verified

To add the clinical term:

L -

Consultation Manager

1. From Consultation Manager , select the relevant
patient and where required, open a consultation.

2. In Read Term - Add, simply enter #93440 and press enter.
3. Select OK and History - Add displays:

My History - Add Dﬂecd|'31u's |I]j.gmu-u|ﬂuk |x|:mc=||-. Heln |
Evert Date: Clinician: [T Panpabe Aead Tesm for Characteristic:
I'E-Jl..nl.‘ an7 |h'|as_ b Jane j 7 lin Piractin IQH-'U:III Electroric iecord nates summary weslied
Comment: Tyoe of Charactenghic:  Episode Typ= Prionly  Epd Date:
2| Jadnimaticn =] O B
|

4. Select OK o save.

45

Vision3




Vision3

Enabling Online Detailed Coded Record Access

You can allow your patients access to view their own Detailed Coded Record
(DCR) using their online service account:

/ Note - Your patients can only see the coded aspect
of their record, free text and comments are not available

to view at this time.

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

Maintenance - Online Services

Hd

Cnline

screen displays.

and the Vision Online Services

2. Tick Detailed Coded Record to enable the first level of DCR consent.

3. Select OK to save.

0 Important - DCR has very precise consent
requirements, please refer to Setting Patient Consent and
DCR Review App in the Patient Online Services Help

Centre for guidance.
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Enabling Online Demographic Access

Providing they are registered for online services, you can allow your patients
to view and/or update certain aspects of their demographic information. This
is designed to save administration time within your practice.

To enable this facility:

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

Maintenance - Online Services

Hid

Cnline

and the Vision Online Services

screen displays.

2. Under the Demographics section, select from:

e View - Tick to enable your patients to view their own:

NHS Number/CHI Number/H+C Number
Full Name

Date of Birth

Gender

Marital Status

Usual GP (title, first name and surname)
Main Address

Email (preferred)

Telephone Numbers (latest recorded mobile and home
number)

Ethnic Category (latest recorded)

Branch Surgery attended (determined by the Notes kept at
option in the patient's Registration record)

e Auto Update - Tick to enable your patients to be able to update
their own:

Home phone number
Verified mobile number
Preferred email address
Preferred Spoken Language

Preferred Written Language

3. Select OK fo save.
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The audit frail shows the update has been made ‘by ROSU’, indicating a
patient submitted amendment:

Communication - Audit Trail

Contact ;

Type of Cantact :

[Emai =l

v “erified
alid Period

Fram : Irtil : Close

I I Help

<Previous || Heuts ”Ehanged on 13/05/2017 at 8:20.07am by ROSU j il

England Only - If your patients update their demographic information via
Patient Services, the next time they are selected in Vision 3, a PDS Mismatch
screen displays. Check the update is by ROSU and providing it is, the update

should be accepted.
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Enabling Pharmacy Nomination

The following Pharmacy Nomination options are available:

e View - Allows your patients to view their preferred pharmacy and in

England they can also see their Electronic Prescription Services (EPS)
Nominated Pharmacy.

e Update - England only, allows your patients to update their EPS

Nominated Pharmacy which in turn updates the Patient Demographic
Service (PDS).

/ Note - The View and Update (England only) Pharmacy
Nomination is enabled by default.

To enable the online services Pharmacy Nomination option for all of your
patients:

Hid

1. From Control Panel - File Maintenance, select Online L2
2. From Pharmacy Nomination:

e Tick/untick View to enable/disable your patients ability to see:
e Their Preferred Pharmacy (as set up in Patient Details).

e England only - Both their Preferred Pharmacy and their
Nominated EPS Pharmacy.

England only

e Tick/untick Update to enable/disable your patients ability to update
their Nominated EPS Pharmacy:

Pharrmacy Maomination .
I iew English - Pharmacy
I Update Nomination opfions

Scofland, Wales
and Northern
Ireland Pharmacy
Nomination opftions

Pharrmacy Mamination
’7 [ Wiew

/ Note - England only, if you disable/enable Update
without enabling/disabling View a message displays and
Update is changed in line.
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Patient Online Services Configuration Utilities

You can edit and format patient messages as follows:

Using the Message Editor

Vision3

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

i, ¥ision Online Services Global Configuration

“Web Browser
Language Weicome: | Regstiaon | NHS Mai
option onl
C]E")U”Clble |?il ." Welcome Message: IEnglish j
Wales Source | I.-’-‘«rial j ﬁAl A.Tl

an =i ===
ul | i=|:i=| =FE|EE

Blr|ul A

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.

-Lb e

We have been a training practice since 1995 and we -]
.

PR R S TR [ S

—iim

PR T ) I

g | LCancel | Help |

Enter your message in the Welcome Message screen using the following

formatting:

=~

Welcome Meszage: I English

Welcome Message (Wales only) - Select a

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

. Source |

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 51 for details.

| &rial

=~

. Font - Allows you to change the font.

[ _|_|A‘ A‘

the highlighted text.

. BlIlul

Font size - Allows you o increase and decrease the text size of

Bold, Italic, Underlined.
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. Text colour/ Background colour.

o L= 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:
o 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
<hl> |</h1> First Heading. Headings can be defined with <h1> to <h6>
tags. <h1>is the largest heading and <hé> is the smallest.
<p> </p> Paragraph
<b> </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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