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Welcome to Patient Groups

Patient Groups allows you to view and manipulate groups of patients. Groups
of patients are created from:

Clinical Audit - They are created automatically when Clinical
Audit is run.

Searches and Reports - You can select to save the patients found
during a search as a group.

What can | do in Patient Groups?

Modify - groups can be modified by adding and removing
patients.

Work Groups - make a group into a Work Group, then use a
secondary group to merge, combine, include or exclude patients.

Generate Recalls - allows you to generate recalls and recall
letters.

Produce labels.
Generate History - creates a history entry to each patient.

Reminders - generate for a groups, these display in Consultation
Manager.
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Navigating Patient Groups

Patient Groups allows you to create, manipulate and manage groups of
patients.

The Groups Applications can then be used to generate:
e Reminders
e Clinical data
o Letters
e Recalls

A patient group can also be used within Searches and Reports and
Consultation Manager:

E. Patient Groups .
£ Group Browse Options Group Applications  Window Help hTOOH?ar Optlol'\s

E S+ e -1 Hv O hv |52
Mame Description Count| Date Time Inactive| Operator Category

+70
DRUGS

+70

Diugh

Test Group

On Dementia Qof Register [< 01/04/2018)
Dementia Dof Regster [Stating Apl - Shding Em

2048
2683
3
120
122

13/04/2018
13/06/208
1210/2018
19/04/2018
13/04/2018

14:13.05
10:35.24
17.48.40
1351.20
135127

No
Mo
Mo
No
MNo

SYS
S5
SYSTEM MANAGER
575
SYS

User
User
TEST

v+ 00000001
+00000002

User
User
User

t Group Name and details Count of "N@User generated
patfents groups
Patients from active Clinical detail for selected
group display here patient displays here

When Patient Groups opens the following options are available:

. & View Patients from multiple Group(s) - Firstly, double click on

each group to select.

u

=

. View Highlighted Group - Displays the patient list for the
current group.
. 4 Patient Select - Manually select patients to create a group.

oSee Create a New Group on page 18 and_Create a Work
Group on page 41 for details.

. * Make Work Group - Make a group into a Work Group, then
use a secondary group to merge, combine, include or exclude
patients.

oSee Create a Work Group on page 41 for details.
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b

Select an audit line - Select a group from the Clinical Audit
browser.

oSee Selecting a Clinical Audit Group on page 10 for deftails.

*— [ Sort Alphabetically by name - Sorts the list of groups
alphabetically.

o Sort by Count - Sorts the list of groups by number of patients in
the group.

o Sort by Date - Sorts the list of groups by date created/last
modified.

& Set Filter - Refine the display of groups, for example, groups

you have created.

oSee Setting the Patient Groups Filter on page 17 for details.

&

Clear Filter - This is only active if a filter is set.

H Generate Labels - See Label Printing on page 35 for details.

Generate Recadlls - See Generate Recalls on page 33 for
details.

H‘ Add History Entry — See Generating History Entries on page 42

for details.

Al

Close.
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Sorting

Select any of the column headers to change the sort order of the groups.
M

£ Group B Opti Group Applicati Window Help Active column
FlEH 00850008 -LE 25 Er b~ 5
Name [rezcnption Count |Date © Time | Inachve| Opesator Categon’
Select
W+ 00000001 On Demenbia Jof Register [< 01/04/2018] 120 (1304520181351 20| No 575 Llzar
W00z Dameantia Dof Ragester [Starting Apnl - Shiding Bm 122 [19/0452018 1351 27 |Na 575 Llzar COIMH’I_P\
$ALUDO00UC  |Dementia Registes 15 |19/0472018|14:71 48 |No 5YS System
iyl +71 2048 |19/0472018 141305 |No 578 Usar
SPATOOB  |Patiert System Group $Patdch 16767 |02/022018 166043 [Ne [5vS System name to
| |EPATTRAN Pahent System Group $Pattran 10732 |02A0272018 | 1650 43 | No 5SS Spstem
| [spatareLy  [Pakient System Group $Patapaly 18767 [02/02r2me (165043 [Ne [SvS Spchidi change
| |EPATMNAME Pahent System Group $Patname TETGT (020272018 | 1650 43 | No SYS Spstem
| |SPATFEMALE  |Palient System Group $Patfemale 9912 (02A02S2018 | 1650 44 |Na S7S System SOI"L‘ arder_
| |SPATGPUISE  |Reguter Di & Amethyst 9275 (0202720181650 41 |Ne 55 System
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Sorting a List of Groups

Use the toolbar to sort how the list of groups displays, or select the column

header:

a—
Z—

Cet

Erl

Alphabetically - Select to sort alphabetically by Name.
Count - Select to sort by number of patients in a group.

Date - Select to sort by date created

Select the column header again to toggle the view from ascending to
descending.

¥ Training Tip - Once you have sorted, for example, by Name,

you can add a secondary sort, for example, Date. Press the
Control key and select the second column header to apply.
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Selecting a Clinical Audit Group

You can browse the list of Clinical Audits and select a group from a single
audit line. This enables you to make the group into a Work Group, then select
a secondary group with which to merge/remove/combine patients.

/ Note - If you select an input group from the clinical audit
browser, then each time that search is run, it will use the latest
generation of that audit line. If you want to run the search later
using the patient list as it was originally, then you need to rename
and save the group.

| “§ Search & Reports - Groups or Clinical Audit Search Browser

Gioup ) Clinical Audit Search

Admin for SCR, Patient Facing Services & Care.Data
Enhanced Services (England)

Immunisations and Health Protection [inc FHE. HPS) . .
In Practice Systems (Daily) 4—| Select an audit heading
In Practice Systems [V2) to expand the category
nGMS QOF 2016-17 - Data Quality Audits [England)
nGMS QOF 2016-17 - England

HHS Health Checks

North West Commissioning Suppoit Umnit

Show audits with Change view fo list
active reminders Clinical Categories
Select audits to
display
rifal Audit Dplions l
Feminders ony E ﬂ | &0 Audits & nGMS Monitaing  f | | Cancel |
nGMS Repating Help
GI0F Resuls Last Inkenim
Mo audit ine selected - Pleass select a ne or press Cancel Extract audit

1. Select the Clinical Audit Search tab. The view defaults to the audit
groups.

/ Note - You cannot select an audit group, you need to select
an individual group from a clinical category.
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2. Optionally, the view can be refined:

e Select the Reminders Only box, to display audits with active
reminders.

o Select Show all Clinical Categories to expand all the audits.

e Change the audit category from All Audits & nGMS Monitoring via
the drop-down list.

Double click on an Audit Group heading to display the Clinical
Categories.

Double click on the Clinical Category to display the groups.

Double click on an individual group to select. The Patient Groups view
refreshes and includes your chosen search. If you select the Date
column, the audit group displays at the top of the list.

You then have several options:
e Add another group from either Clinical Audit or Patient Groups.

e Make the audit group into a Work Group t . See, Work Groups

on page 39 for details.

e View the patients, their relevant clinical detail (select a patient
name); or right click within the list of patient names to sort, print,
save group, or open Consultation Manager for a specific patient.
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Sorting Patients in a Group

Sort a Group

When you are viewing a list of patients in a group, right click fo access the
sort options:

Mo Sort
v | Sort Patients by Surname
Sort Patients by Date of Birth

Reverse Sort
Remowe Patient

Print This Group...
Save This Group...
Copy

Open Consultation Magr...

e Surname (default).
e Date of birth.
e Reverse Sort - This reverses the list, for example, listing Z-A instead of
A-L.
Sort Multiple Groups
Multiple groups can be sorted together using the following options:
e Date of birth
o Date patient applied to practice
e Date transferred out
e Surname

To sort multiple groups:

From Patient Groups, double click each group name to select.
2. Ared dot displays to the left of the group name:

rmmnm—m L] it 03]
FAUDOD00SL  |Patients Witk Asthma On Bronchodilators InLazst e 1] 22
& ALDOD0DEM  |Patisnts With Asthima Mot On Branchodilators |n Las 253 0EA
hl ALDO0003M  Total Practice Population a8 22

AUDOM0S0  |Patients With Angina 61 22
| $AUD00003F  |Patients On Aszpimn [n Last rear 0 224

3. Select Group - Refresh Selected Group(s) and the Refresh Group
Selection screen displays.

4. Use the drop down list to select the sort by options:
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Refresh Group Selection

On Dermentia Qof Begizter [< 01 .-"Iﬁld:-"'?.;'l'l'l 2

Dementia Haof Begister [Starting &pril - Slic

Sort Group on D ate of Birth LI

Drate af Birth
2 Groups selected| Date patient applied to practice
D ate transferred out

W Select Al

5. Select All is ticked by default, untick if required.
6. Select Refresh to proceed.

The groups display with the new sort order.

°See Viewing Patients in a Group on page 14 for details.
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Viewing Patients in a Group

To view the patients within a selected group you can either:

B

e Highlight the group line and select View Highlighted Group

B Greup  Browse Optssns  Group Appheations  Windew  Help
[ H O e @ EE H-O- k- ™
g Oepzighon Count [ate T | lnecive| Dgersor
=1 + 2042|1902 14705 (Mo 5TE Llszy
DRUGS DinagS A3 | 1INES2NE 1035 24 Mo B Liest
TEST T &t Gitep T2 M0SAMNE [17:48 30 (M ETETEM MAEMALER |Lissy
m e pa— st S :
| D000 |Demmennal]of RPegruier (=it Aol - 5hing bn [T TR E 125 3T (Mo EYVE |Uees |

e Select Group - View Selected Group.
e Double click in the small square to the left of the required group.

The Group Viewer displays, with a list of patients on the left and a blank right-
hand pane.

e Select a patient name to display clinical details on the right.
e Ifrequired, you can right click on a patient and select from:
« Various sort options - Select as required
* Remove Patient
¢ Print This Group
+ Save This Group
» Copy

+ Open Consultation Manager - Select to open the selected
patient in Consultation Manager.
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Types of Patient Groups
System Groups

System groups are prefixed with $ and followed by 3 letters which vary
depending on the origin of the group:

e Generated from Clinical Audit
Audit Searches - $AUD or $QAU, $INT, $QOF, $QPY
Audit Sub-searches - $SUB or $GLO, $QFS, $QPS

e MIQUEST groups and other System groups
Patient and GP system groups - prefixed $PAT

User Groups
These are created in the practice by:

e Searches and Reports output

e Within Patient Groups, either by combining two existing groups,
adding patients to an existing group or creating a new group.

e If you make a system group into the Work Group, then save the
Work Group with a new name and description, it becomes a user
group.




Displaying the Most Recently Used Patient Groups

To display the nine most recently used groups:

Vision3

From Patient Groups, select Group and they display at the bottom
of the list:

e & — M+ #5

I

FF Patient Groups - [Work Group]
&y Group Browse Options Group Applications Window Help

View Selected Group
Refresh Selected Group(s)
Refresh System Patient Groups

Select Patient... B

Make Work Group
Clear Work Group
Save Work Group

Group Operations
Close Work Group List

1 Chd002 Numerator

2 Chd005 Numerator

3«70

4 Af006 Denominator

5 Af006 Mumerator

& Chd002 Denominator

7 Drug5

8 Dementia Qof Register (Starting April - Sliding 6m
9 Test Group

Esat

04
24
24
24
24
19
13
124
194
149




Setting the Patient Groups Filter

Vision3

The default view consists of all user groups (active and inactive), and

excludes system groups.

The filter options modify the view, and the last used filter (on a per user basis)

remains active until cleared.

To activate the filter, select Browse Options -Set Filter or Filter

&

from on the

toolbar.
The Browse Filter Options displays:
Select Browse Fifter
Select Uzers
* AllUsers ( SelactedUsers ( Curmen t Uzer

Select Clear Filter

Loginam Staff_id

5YS Mr Syz Sy
SECRET:Mrs Berys
SAPPHIR Dr & Sapr
MURSE Firs Murse
EMERALID: & Ermes, -
3

Select System Category Select Other Category Select Active State

[T Audit Searches ¥ User " Achive

" Inactive
 Both

[ Audt Sub Searches
™ MIQUEST
[T DOther Pabent Groups

[ Suppress display of emply groups (with no patients)?
Group Description contains

All Users

Selected Users - Filter on users who created the groups.
Double click on each user to select, >' displays to the left of the
user name to indicate selected users.

Current User - Groups created by you.

Select System Category
Audit searches

Audit sub-searches
MIQUEST

Other Patient Groups

Select Other Category - User created groups.
Select Active State - Active or inactive groups, or both.

Suppress display of empty groups - Tick to remove groups without
patients.

Group Description contains - Enter a partial description, for
example, diab finds groups with diabetes in the fitle.

&

to return to the full list of user groups.
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Create a New Group

You can manually create a group by selecting individual patients.

1. If you already have a Work Group in use, use Clear Work Group o .
. s . . .
2. Select Select a Patient and find a patient in the usual way.
3. The patient displays in the boftom left section:
[ P  Patient
& Group B Optons  Geoup &pphcations  Window  Help
EFgd4 /o208 C8-RMWEE #-O-n-"
s Diearighon Croark| Cinds Torss Irscien | Dpsasior | Cabagoey
=70 =70 HE | 15NN E | 1206 |He v Used
D ALIGE Diasgh A% |1 INESHNE (N0 | He i Usei
DN i 0 et Chod Regeetom [« O] DMAATRE] 13 | 12A0AENE (125 2 [Ne ' EH
ODIO0NE  |Dersertia Ol Regein Staring S - SEegEn 122 | 12A0 RN 1251 27 [Ne i EH
rSeIected patients list
s Srith (RIS 1 124 5561
4. Repeat to add further patients to the Work Group.
=
Select Save =l .
6. The Save Work Group screen displays, enter a name and description for
this Work Group:
Save Work Group @
Marme : | [ Inactive
Dezcrption |

k. Cancel

7. Select OK to save.
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Opening a Patient Record
To view a patient’s clinical record from Patient Groups:

e From a patient list, simply right click on the patient required and
select Open Consultation Manager:

Mo Sort
v Sort Patients by Surname
Sort Patients by Date of Birth

Reverse Sort
Remowve Patient

Print This Group...
Save This Group...
Cobov

Open Consultation Mgr...

Editing Groups

Remove Patient from Work Group

To remove a patient from a group, right click on the patient to be removed
and select Remove Patient.

Add patient to Work Group

To add a patient to a group, select Group - Group Operations - Add New
Patient to Work Group.

The Vision 3 Patient Select screen displays, find your patient in the usual way
and select OK.
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Deleting Groups
You can delete groups in two ways:

Deleting Individual Groups

1. Right click on the group name to access the menu.
2. Select Delete.

3. The Group Header - Delete screen displays:

Group Header - Delete @
MName : DRUGS [ Inactive

D ezcription |Dru5|5

Delete | Cloze |

4. Select Delete and the group deletes.
Deleting Multiple Groups

1. Double click on the groups you want to delete, a red dot displays on
the groups selected:

FWWMMMm TS Fida R}
$A0D0000BL  |Palierts With Asthinag O Bronchodlatars In Last Ve

AUD00008M | Patierts \with Aztma Mot On Bronchodilstons I Las
(R2UD0000BN  Total Practice Population 22
400000020 |Paberts With Angina 22
$AUD00008P  |Pabents On dzpinn In Lazt Year 22

TS
22
(5

2. Right click on one of the selected groups and select Delete.

A Group Selection screen displays listing the groups selected for
deletion.

4. Tick the Select All box (to select all the groups), or select each group
you want to delete:

20
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Group Selection
+710) + 71
DRUGS Drugh

2 Groups selected for deletion,

¥ Select Al 0k | Cancel Help |

5. Select OK and the Group Header - Delete screen displays:
Group Header - Delete ==l

N arme : |+;.r|j [ Inactive

Description | |+?|:|

Deueu| Abort | Delete Close |

6. Select Delete All to delete all the groups, or delete them individually
using Delete.

21



Managing Groups
Editing a Group Name

To rename a group:

1. Right click on the group required and select Edit.

2. The Group Header - Update screen displays:

Group Header - Update

Mame : DRUGS

[ Inactive

Description : [DrugE

114

Cancal

3. Update as required.
4. Select OK to save.

Inactivate Group

To inactivate a group:

1. Right click on the group and select Edit.

2. Tick Inactive.
3. Select OK to confirm

Vision3

4 Note - System groups cannot be renamed.

22
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Saving a Group

To save a group that you have updated:

1. From Patient Groups, simply right click on the group and select Save This

Group.
2. The Save group details screen displays:
Save group details g
M arme
Desciplion || -]

=70
Dementia Lod Regizter [Starting Apel - Shdrg Bm
Dirugh

| On Dementia Qof Registes [ 01/04/2018)

3. Complete as follows:
e Name - Enter a name, up to 10 characters.

e Description - Enter a short description of the group, up to 56
characters, or choose from the available list. If you use a name
that has already been used for a group, a prompt displays The

group nhame you have chosen is already in use. Do you wish to
overwrite it2 Yes/No:

Patient Groups @l

h The group name you have chosen is already in use.
Do you wish to ovenwrite it?

Yes Mo Cancel

Select:
+ Yes - To overwrite the existing group.

* No - To keep the original group, and enter a new name for
the current group.

If you make changes to a group and select Close = , You are reminded to
save your changes:

Patient Groups @

0 Would you like to save the changes made to ' DRUGS (Drugs)' 7

Yes Mo Cancel

23
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Select Yes to save your changes.

4 Note - If you make a clinical audit group $AUD or $SUB into
the Work Group, then right click and save it with a different name
and description (ideally removing the $ from the name), this
changes it from a System group into a User group.

24



Printing a Group
To print a list of patients within a group:

1. From Patient Groups, right click on the group required and select Print
this Group.

2. The Choose Report Type screen displays:
Choose Report Type

Group Description
I3r|:n.4 report created at 131307 on 25410118

Pleaze choose a type of report oK

%' Patient List onky
" Patient List and clnical data Cancel

3. Update Group Description if required.
4. Select the type of report:
o Padtient List Only - Patient Nome and DOB only (default)

o Patient List and clinical data - Patient Name, DOB and clinical
data

5. Select OK to print.

Vision3

o See Viewing Patients in a Group on page 14 for details.

25
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Refreshing Groups

You have various Refresh options within Patient Groups:

Refreshing Selected Group(s)

Sorts group(s) by date of birth, date patient applied to practice, date
transferred out, or surname.

1. From Patient Groups, double click on the group(s) required. A red dot
displays o indicate the groups selected:

L= L T St g R TR g 1) 0 [T T ) [ e ) A Ftalh ] L

| FA0D00008L  |Paberts With Asthing On Bronchodlatars In Last e 0 22
AUDD000BM  |Patierts with Astina Mot On Bronchodistons I Las 253 |D&

[ AUDODO0EN  Total Prachee Population ]
FAID0000E0 | Pabernits \With Angina g1 22
FAUD00008P  |Pabents On dspinn In Last Year 1] 22

2. Select Group - Refresh Selected Group.
3. The Refresh Group Selection screen displays, with all groups selected:

Refresh Group Selection

On Dementia Dof Register [< 01./04/2018

Dementia Daof Begister [Starting &pril - Slic

Sort Group onc;

2 Groups selected for Befrezhing.

W Select Al | Refresh I Cancel Help

= Training Tip - If you have selected a group in error, select
it to deselect it.

4. From Sort Group select the order you require:

26
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Sort Group on |Date of Birth j

Date of Birth
2 Groups zelected| [ ate patient applied to practice

D ate tranzferred out

Sumane
¥ SelectAl | Rafesm | Cancel | GE

5. Select Refresh.

Refreshing System Patient Groups
To refresh system created patient groups:
From Patient Groups, select Group - Refresh System Patient Groups.

/ Note - This may take some time as it recreates all the system
groups.

Refreshing View

If you create a new group or update an existing group from Searches and
Reports while Patient Groups is open:

From Patient Groups, select Browse Options - Refresh View, or <F5> to display
the updated list.
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Removing Obsolete Patient Groups

We recommend you delete all old groups no longer associated with Clinical
Audit and all the old audit groups and groups formed from MIQUEST queries.

¥ Training Tip - You should be running this utility after importing
and deleting audits.

To run the Remove Obsolete utility:

o Important - If you want to keep any obsolete groups, save
them using Group - Save As before running the utfility.

1. From Patient Groups, select Group Applications - Remove Obsolete
Patient Groups.

2. The Remove Obsolete System Patient Groups screen displays
summarising the number of obsolete groups:

Rermowve Obsolete System Patient Groups

Select which type of zpstem groups you want to remove. |F pou have specific groups you want
to retain from these categaories then save them as uzer groups in Patient Groups before

continuing.
Syztem Groups

There are 369 patient groups that are no longer connected with a Clinical Audit. Theze
groups are not needed for audits and their contents are very likely to be out of date.

MIQUEST Groups

There are 0 patient groups that have been generated by MIQUEST quenes. Theze groups
are anly needed to generate MIAQUEST responzes and they can be regenerated by
rerunning the MIGUEST queries.

-
LCancel
3. Tick:
o System Groups - Delete these groups, to remove outdated system
groups.

e Miquest Groups - Delete these groups, to remove old Miquest
generated groups.

4. Select Delete to start the process.
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¥ Training Tip - You can select Stop to pause the process if
necessary. When you restart, the process continues from where
you paused if.

5. On completion the Remove Groups screen displays the number of
groups deleted:

Rermowve Groups . |

I 80 patient groups have been deleted.

0K

6. Select OK to clear.

o See Deleting Groups on page 20 for details.
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Generate Recalls and Letters

Generate Recalls quickly mail merges a template letter with a group to
produce recall letters, for example, immunisations.

Template letters for recalls are created from the Vision 3 front screen- Utilities
— Word Processor.

1. Highlight the group to be targeted from the list.

2. Select Generate Recalls - and the Group Recalls screen displays:

| Group name

Group Recalls

— Patient Group

BPREG Bp0l Register: The Practice Can Produce &

—&dd Recall to Medical History

Fecall recardz will ot currently be =
added to patientz' clinical history. S

Select to create
Create. .. pr—
f- Recdall

— Perzonalized Letters

Perzonalized letters will not curentl be
printed. ﬂl Select to create a
Create.. letter from a
template
Sitart

Humber of patientz in group; 375
Limit processing to IEI [or O for all]

Cloze

Help

3. Optionally, generate a recall for each patient, select Create to choose
the clinical term for the recall.

4. Select Create to add a recall letter template, the Document Merge
screen displays.

5. Select Browse to find a template.
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1.
12.

13.

14.

Document Merge
Letter Detail:

Template Mame:

Consultation Details

Prirt Order

* Patient Surmarne

" Postcode of Registered &ddress

] 4 Cancel Help

(S|
Browse...
P\ wWORDPROCMTEMPLAT ENMedication Feview doc g
Type of Letter: |HECEI" j
Summary  |ted Review nesded
Conzultation date: |2-| M1A208 j
Clinician: | Emerald, D 4 ﬂ
Authonizer: | Emerald, D 4 j

Select OK to proceed.
Optionally, select View to preview the letter.

If required, enter a comment in the Summary box, this displays in the

patient's record.

The Consultation Details default to foday, and the Clinician and

Vision3

Authoriser are used to create the entry in the patient record. Update as

required.

The Print Order defaults to Patient Surname, if preferred tick Postcode.

Select OK to return to the Group Recalls screen.
Select Start to generate the letters and recalls.

/ Note - If you enter a number in the Limit processing to box -

there is not a restart option.

A prompt displays on completion, select Tick All to save a copy of the

letter in the patient's record.
Select OK to finish:
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File Clinical Correspondence @

All patients below have had letters generated. Ticked patients will have their letter filed into Vision

File | Surname | Forename | DORB | FMHS Murnber
EADSFORTH FallL 0611917 11 112 779

1 | 1] [ b
kAl | Untick Al | oK | Cancdl

15. If required, print address labels for each patient.

o See Generate Recalls on page 33 and_Label Printing on
page 35 for details.
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Generate Recalls

A new recall can be added to each patient's medical history.

1. Highlight the group to be targeted from the list.

=] .
2. Select Generate Recalls and the Group Recalls screen displays:

Group name

Group Recalls I
— Patient Group

BPREG Bpll Register: The Practice Can Produce &

—Add Recall to Medical Histon

Recall records will not currently be
added to patients’ clinical higton. M
Select to create
reate...
ﬁ Recall
3. Select Create to display the Recall screen:
Recall
Set Up Date: Clinician Setting Recall:
(21 November 2018 Emerald, Dr 4 -l
Recall Status:
| Outztanding ﬂ
Fead Term for Recall Trigger:
|EE!3:-:.EIEI t edication review with patient
Recall Date; Clinician to Action Recall: ok
|| Emerald, Dr & j
Cancel
Fead Term for Recall Reazon:
|EB3H.|:||:| M edication review with patient Help

4. Complete the Recall form.
o Set Up Date - Date that the recall is added, and defaults to today.

e Clinician Sefting Recall - GP or other practice staff who is carrying
out this recall record.
Select the drop-down arrow to choose from the list.

o Status of Recall - Defaults to Outstanding, the other options are
Completed, Cancelled or None.

e READ Term for Recall Trigger - This is the clinical term description
that triggers the recall, for example, medication review.
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e Recall Date - Enter the (future) date that all these patients are to
be recalled, standard abbreviations can be used for example, Tm
for T month.

e Clinician to Action Recall - This refers to the GP or other staff
member, who will action the recall.
Select the drop-down arrow to choose from the list.

e READ term for Recall Reason - This defaults to the same clinical
term selected in READ term for Recall Trigger.
¢ Notes - Select to add a note to this recall, select Close to
return to the recall screen.
5. Select OK to finish and return to the Group Recalls view.
6. Select Start to generate the recalls.

o See Generate Recalls and Letters on page 30 for details.
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Label Printing
You can generate Address labels for a group of patients.

To create address labels for a group:

1. From Patient Groups, highlight a group in the list.

2. Select Print Labels H and a drop-down of available groups displays:
E - Elv He = %
Print Labels for DRUGS... i
UTEITET IS THG | E=Ni=] | LI zer

3. Select the group required and the Print patient labels screen displays:

[ Print patient labels @
SingleMuliiple Labels Cormmard
Hiow many labels da pou wish to prink for sach patient] [
Label Format Pt Qptions |
[T Do pou wish to check label abgnment Pri
| Dot-Matre: - OMLT02 (10,16 * 3 65cm) |

4. Decide how many labels you want to print for each patient - the default
is 1.

5. In Label Format drop-down, choose the size of label for your printer:
e Laser-L7164 (6.35x7.2cm)
e Laser-L7163 (9.9 x3.81 cm)

For example, Laser - L7163 (9.9 x 3.81 cm) are two column labels with 7
per column, and 14 per page.

Select Do you wish to check label alignment to preview the labels.
Select Print Options to select Printer.

Place the labels in the printer.

9. Select Print and the name(s) of the patient(s) display.

10. Select Print [2].
11. Select OK.
12. When finished, select Close.

® N o
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Reminders

You can create reminders for any group within Patient Groups, for example,
patient has had medication changed from Ventolin to Salbutamol.

The reminders appear as yellow notes in Consultation Manager. Reminders
can also be added manually to individual patients within Consultation
Manager, and automatically generated from Clinical Audit:

Alison LEWIS 55Y - 10/04/1948 [F)
1. [ Thiz patient i not on betablockers

2. [ Thiz patient has nat had cholesteral checked
in past year

There are two sorts of reminders that can be created in Patient Groups. In
essence, both attach the same reminder text message initially to all patients
within a group:

Group Rerninder - SGALA Galantarmine Tharapy ===

Global Reminders + re Bdd & sngle foved reminder to &l patisnts in the gioun
Oy v pewmirdint of The: laps may be added

_+_,- e & rerrendet ndradually 1o sach palsnl K ihe gioup. Thess
A pﬂ |||: d R’-‘_}n'ﬂ n-::] 2r5 reminder: map be subsecuenty edited on an indiidual patient Do

" Remowe remindess hom this group.

Fieminder Text :
R

| [ concel

Global Reminders (Single Fixed Reminder)

e Displays a blue Note LI in Consultation Manager.

e Bulk delete option, to remove reminder from all patients in the
group.

e Bulk edit to change the reminder text changes for all patients in
the group.

e The reminder cannot be edited or deleted in Consultation
Manager.

Applied Reminders (Add Reminder Individually)
e Displays a white Note L=l symbol in Consultation Manager.

e Reminder can be edited within Consultation Manager for an
individual patient. This converts to a Manual Reminder .

e Reminder can be edited within Patient Groups and the change
affects all unedited reminders for the patients in the group.

e The reminder can be deleted in Consultation Manager.

e Bulk remove of reminders unedited reminders.
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Generate Reminders
You can generate reminders for a group of patients.
1. Within Patient Groups select the group you want to generate reminders

for.

2. Select Group Applications - Reminders and the Group Reminder screen
displays:

Group Reminder - RPTS Patients On More Than 5 Repeats o

Add a zingle fisad reminder to all patients in the group.
Only ane rerminder of this twpe may be added,

~ Add a reminder individually ta each patient in the group. These
reminders may be subzequently edited on an individual patient baziz.

(" Remaove reminders from this group.

Reminder Test

v

| Cancel |

3. Choose the reminder type from the list.

¢ Global Reminder - Add a single fixed reminder to all patients in the
group. Only one reminder of this type may be added. A single
reminder added to the group, which cannot be edited or deleted
in Consultation Manager.

e Applied Reminder - Add the reminder individually to each patient
in the group. These reminders may be subsequently edited on an
individual basis. A single reminder added to the group, this can be
edited or deleted in Consultation Manager, although the edited
reminder then becomes a manual reminder and cannot be
removed with the rest of the group.

4, Enter the Reminder Text.
5. Select OK.

/ Note - A consultation type of Administration is added to each
patient's record in Consultation Manager when a group reminder
is created.

o See Reminders on page 36 for details.
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If a group reminder is no longer needed, these can be removed.

1. Within Patient Groups, highlight the group to which a reminder is to be

aftached.

2. From the menu select Group Applications followed by Reminders.

I Add a sinole feed reminder to all patients in the group.
Oy one reminder of this twpe may be added.

+ Remove reminders from this group.

Reminder Text -

Group Reminder - RPTS Patients On More Than 5 Repeats

Add a remindes individually to aach patient in the group. Thesa
reminders may be subsequently edited on an individual patent basis.

0K

Carcel |

3. Select Remove reminders from this group.

4. The drop-down list in Reminder Text details all reminders attached to the

current group.
Select the reminder you want to remove.

5. Select OK.
The reminders are removed.

4 Note - Any Applied reminders which have been edited in

Consultation Manager are not removed.

o See Reminders on page 36 and_Generate Reminders on

page 37 for details.
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Work Groups

If you create a Work Group, you can then use a secondary group to merge,
combine, include or exclude patients.

Make a Group into a Work Group

1. From Patient Groups, select a group.

2. Select Make Work Group

3. The list of patients in the group displays.

4. Right click on the group and select from the following as required:

Sort - There are various options to display the patients in a group,
select as required.

Print - Select to print a list of the patients in the group.

Save - Select to save the group.

5. Optionally, select a patient name to view relevant clinical details, these
display to the right.
To view the patient record, right click and select Open Consultation

Make workgroup

[BF Patier Grougs - [Work (|
i Geeup  Erewse Ogtio up Bgplialions  Windiw  Hele ==
E R A C 0208 -2 A% H-O-k- T

Haie s Lot | e Toe | Insciwe| Dpsrsd | Casgon

+l [+ e [nanmaamke [ L=

. e 3 |Anomafiem sMe  EMERALD L

T e 3 |mnocmafinie@Me [EWERALD L

ORLISS e m [rmecmafinmzme s ™ ﬁ Select Cpmp

AT000000) D Do Gl Rgiste (¢ 01 XM/2008) 1@ [SN0A1R0EN Mo |EMERALD |Lss

/000000 |Diavaria Dol Regicte [Stating Al - Shdreg Ere e |mnomalie s Me  [EMERALD |Uss

3 9111284110 Flepssl Colloan 105 6i0aod [Mads P sk L) Lail mssd 2042012 lisated | e & o
Ficraud Courned [CR T TR T E Flepss W acaptopsrs Smg babbsey Untk ZRA0ANS  Lan mped 20062004 Inmmt o glosssd
it Erim 1207196 91113 3887 Flupaal Fart ava Silimg maxdiiecimaass tablats Faing Fhansceticar Liz| Uniik 20BN Lant e 1SA02/3014 Izmsmet 1 sruccinn & aliosancd
s Paripcodks  TTONWTET 910124 B9 Flepssl Rl S capsies U TR0 Lai msait 200062014 Vst 2 e & Sossss
= Wicpegor ATARTEE 0 10 S Flepssl fendrflumatnis 2 Smg tebisty Utk 1RGNS Lan mosed D064 Inmamt Jomaparnm § gloesss
lan Wlacpen 16/ 910136 TS Flepa sl Ambadpirs Gy tabset: Unid 2V Lol mseed 20MIESE014 lamsmed 3 sruncenm 5 alwand
Fiouerany Claoe o Rk Flepeal Sivvastalin Fing babiels 7| Fasan Lk sedt 220023 rramriny § abowed
Lol Shadhani AT 911135 T
lit g WG 911136 365 Soit Patients by Susname
:‘* :“""" i};ﬁ :" 'gf;‘; ﬁ Sort Patients by Date of Birth
amityy ichasdoon UL E I TRRR . N
i Harland TINIMD 811126 TEIS W Right click Reversa Sort
5w Code DRSS TR ENT
“ " atzon OESREE 3152 e PEN Fiemceee Patect
L] Aprkad D4SI0TEET 310136 2480
Lce Hisstt QROMTIN 0 L TEN Prirt Thiz Gecwp...
S bk B OS0S/198 911125 FISS Save Thin Grup...
s WO AT 911125 0
Hichsed il DT 112560 Copy
Cpsm Conushtation Mgr..

Select a patient to view rélevant clinical enties
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Work Group Menu

When you have an active Work Group, the following options are available:

aﬁ- Patient Groups
aﬁ Group Browse Options  Group Applications  Window  Help

EEEHA4 00 8502808 kA& H~-E~ &~

-l

—
. Save
9

o Clear Work Group

. ° Keep patients common to both groups - See Keep Common
Patients on page 47 for details.

. e Remove Common Patients - See Remove Common Patients
on page 49 for details.

. 8 Keeps patients exclusively in the joining (second) group -

Removes all patients from the first group, including any patients
who are in both groups, see Keep Patients only in the Secondary
Group on page 48 for details.

. - - Keep patients exclusively in the first (work) group - Removes
any patients that are in the both groups and does not import any
patients in the joining group, see Keep Patients only in the Work
Group on page 48 for details.

. s - Add all patients - Merges the two groups together, see
Merging Groups on page 49 for details.

Clear and Close Work Group

Highlight a group and select Clear Work Group if you no longer want a

group to be the Work Group.
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Adding a Patient to a Work Group
To add a patient into a Work Group:

1.

2,
3.
4.

Open or make a group into a Work Group, see Work Groups on page 39

for details.

Select Select a Patient

>

and the Patient Select screen displays.

Find your patient in the usual way and select OK.

The patient is added to the group.

Create a Work Group

A Work Group can be created by selecting patients.

1.

2.

Select Select a Patient

Select Save

>

and find patients in the usual way.

/ Note -

A minimum of 1 patient is needed to create a group,

the Save Work Group screen displays.

Enter a Name and

Description for your group:

Save Work Group @l
Name : RPTS [ Inactive

Description : |F'atients On More Than & Repeats

[ Cancel

Select OK to create the group.

The new group displays in the list.

Optionally, you can highlight the new Work Group and then select:

o Select a Patient

group.

>

to select and add further patients to the

e To work with a secondary group

&l

e Generate Recalls to send a recall letter to each member of

the group, se
deftails.

e Label Printing

e Generate Recalls and Letters on page 30 for

H

to print labels for each member of the group,

see Label Printing on page 35 for details.
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Generating History Entries

From Patient Groups, you can add a clinical ferm to all the patients in a
group.

0 Important - This function must be used with caution as there
is no way to bulk undo this process.

/ Note - You must have rights to add clinical data in
Consultation Manager to use this facility.

To bulk add a Medical History entry to the clinical record of every patient in a
group:

1. From Patient Groups, select the patient group you want to add a clinical
tferm to.

2. Select Group Applications - Generate History, or select Generate History
Be |

| Group Applications Window Help

) Print Labels
Generate Recalls

i Generate History

|H- O &~ =

*
» I T | active
*

for SGALA... |

L T

e Reminder...

Remove Obsolete System Groups...

3. Select the group required. If you have created a Work Group, you can
select that over the selected group:

Generate History for ASTMEDREV...
Generate History for the Work Group...

A brief screen displays confirming how many patients are in the group,
followed by the History Add screen.

4. Complete the History - Add screen in the usual way with the clinical
term, priority and any free text required.

¥ Remember - This entry is identical for every patient.

5. Select OK to proceed.

The entry is added to all the patients in the group. If a patient is open
elsewhere, you are warned that they are not updated.
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Select a Secondary Group

If you select one group as the Work Group, you can choose a second group
to merge with the Work Group, and decide which patients to keep or delete.

1. Make a group into the Work Group, see Work Groups on page 39 for
details.

2. Double click on a second group to select, a red dot displays in the left-
hand column. This is now the secondary group.

3. You then have five options to merge Work Group (blue) with the
secondary group (white):

-

. Keep common patients, see Keep Common Patients on
page 47 for details.

. e Remove common patients, see Remove Common Patients on
page 49 for details.

. = Keep patients not in the Work Group, see Keep Patients only in
the Secondary Group on page 48 for details.

. - Remove patients in the Secondary Group, see Keep Patients
only in the Work Group on page 48 for details.

. ' Merge groups, see Merging Groups on page 49 for details.

/ Note - You only ever work with two groups at the same time,
one of which is the Work Group. Once you save the result of the
merge, you can select a third group and merge.

43



Vision3

Adding or Removing Patients from a Group

Viewing a secondary group activates options to add and move patients to

the Work Grou

p, along with add and remove patients from the current

(secondary) group.

/

Note - If you want to add or remove patients from a system

group (starfing with $), make the selected group the Work Group

and Save with a new name and description.

1. Highlight

=

the group and select View Highlighted Group

2. The Patient Groups viewer displays.

3. Select a patient in the list and the following options become available:

i)

Move Selected patient to Work Group- Removes the patient

from the group and puts them in the Work Group. Only active if
there is a separate Work Group.

i

Add selected patient to Work Group - Adds the patient to the

Work Group, and keeps them in the current group. Only active if
there is a separate Work Group.

_ﬁ\

Remove selected patient from group - Deletes the patient

from the current group.

&

pat

Select patient to add to group - Select a patient from your
ient register to add to this Work Group.

Al

Close Viewer - If you have made changes, you are reminded

.I.

O

save before closing the viewer.

&

See Create a Work Group on page 41 for deftails.
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Examples of Patient Group Manipulation

One group of patients can be made into the Work Group as the starting
point for merging and modifying with other groups. You can also select
patients individually and make into a Work Group.

You may want to manipulate several groups. The way to do this is to create a
Work Group and process this first with one group, and save the resulting Work
Group with a new name. Then select another group and process this with the
saved Work Group.

For example, you may have three groups, Smokers, Elderly and Diabetics. You
can find different groups of patients from these three groups.

Find Patients who Smoke, but who are not Elderly or Diabetic

Highlight the group of Smokers and select Make Work Group

2. Double click the Elderly group, to make this the secondary group.
®

4. This removes the Elderly patients from the Smokers group, leaving
patients in the Work Group are smokers who are not elderly:

3. Select Remove patients from the Work Group

Smokers

5. Select Save the Work Group
Smoking.

, and enter a name, for example,

i

6. Select Clear the Work Group

7. Choose the group Smoking and select Make Work Group

Double click the Diabetic group.

n .

10. This removes the diabetics from the young smokers, resulting in a group
of smokers who are not elderly or diabetic:

9. Select Remove patients from the Work Group
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Smokers
not Diabetics

Elderly

11. Tofinish, select Save the Work Group.

Find the patients who are Elderly, Diabetic Smokers

1. Choose the Elderly group and select Make Work Group

2. Double click the Diabetic group, to make this the secondary group.
.

4. The Work Group now contains patients who are elderly and diabetic:

3. Select Keep Common Patients

Diabetic

5. Select Save the Work Group
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Find Patients who are Elderly, Diabetic and Non Smokers

1. Choose Elddiab group (the elderly diabetics found in the previous
example).

2. Select Make Work Group
3. Double click the group of Smokers, to make this the secondary group.

4. Select Remove patients from the Work Group -
This removes the smokers from the elderly dlobehcs leaving elderly,
diabetic non-smokers.

Elderly

Diabetics

Keep Common Patients
o

Keep Common Patients the result includes only patients that are in both
the Work Group and the secondary group.
For example:

e Work Group: ABCDEF.
e Secondary Group:DEFGHI.
e The resulting Work Group is D E F:
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Keep Patients only in the Secondary Group

Keep patients that are in the selected group but not in the Work Group - o
the resulting group keeps the patients who are not in the original Work Group
and only in the secondary group.

For example:

e Work Group: ABCDEF.
e Secondary Group:DEFGHI.
e Theresulting Work Group is G H I

Keep Patients only in the Work Group

Remove patients in the selected group from the Work Group - the

resulting Work Group removes all patients that are in the secondary group,
including patients in both groups.

For example:
e Work Group: ABCDEF
e Secondary Group:DEFGHI
e The resulting Work Group is A B C:
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Merging Groups

Add patients in the selected group to the Work Group - combines a Work
Group and a Secondary Group together.
For example:

e Work Group: ABCDEF.
e Secondary Group:DEFGHI.
e Theresulting Work GroupisABCDEFGHI:

Remove Common Patients

Remove Common Patients - c the resulting Work Group only contains
patients that were in either the Work Group or the secondary group, but not
both groups.

For example:
e Work Group: ABCDEF.
e Secondary Group:DEFGHIL.
e The resulting Work Groupis ABC G H I:
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