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Appointments

Infroduction to Appointments Reporting

The Appointments Reporting Home page includes the Report Library and

Dashboard.

Reporting

Report Library>

Dashboard

Select a report to view j P Vision  Capacity Snapshot  Favourites

Appointments Cancelled

Last rum: 12-0ct-2078 1440

Appointments Offered

Appointments attended

Appointments made available within core ho

Last run
Utilisation and DNA rates

Last

Last run
Age, Sex of patients for appointments

Last run: 01-Jan-0001 00.00

More than one appointment in timeframe

2

Last rum: 07-Jar-001 09.00

Scroll

@ Appointments Offered

§

—551 1868
0 2000

06-Oct-2018 - 13-0ct-2018

Access favourites

@ Appointments Cancelled
-
I -

1 2 3 4

06-Oct-2018 - 13-0ct-2078

@ Appointments made available wi...

1200
1084

1000

9
%%
)
I T

06-Oct-2018 - 13-Oct-2018

@ Appointments attended
B
I

3 4 s 6 7 8 9 10

06-Oct-2018 - 13-Oct-2018

J

Scroll

From here you can select areport to view, scroll to access allreports and tap to

select areport for viewing.

° See Navigating Appointments Reporting on page 7, Viewing

Reports on page 15 and Report Drill Down on page 17 for details.
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Logging in to Appointments Reporting

Tologinto Appointments Reporting:

/ Note - Your email address needs to be added to your staff profile in

File Maintenance. See Preparing for Vision Reporting for more

details.

A

1. From your desktop, double click Reporting ESEMEN The login screen

displays.

’
é viSIiOon

A Cegedim Brand

o Enter your
email address
Username

Password ‘Q-/\bPassword
Signin k_\

Computer Misuse Act 1990 ng In

he Select to

Unauthorised access to this system is an offence

2. SelectUsername and enter your registered email address.

3. SelectPassword and enter your password.
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/ Note - If your password does not meet the complexity

requirements and contain a combination of Upper case,
Lower case and Numbers. A warning displays "You are
logging in with a weak password. Please contact your
local Vision Admin or Helpline for assistance or press

Continue tologin with a weak password."

4. SelectSignin.

/ Note - The first time you access Appointments Reporting you
are asked to select your country / health board. Select the
appropriate response from the available list and select

Continue.

\ ¢

_‘ vision

A Cegedim Brand

Select

country

Select your country / health board

England

England

Wales

MNorthern Ireland
Scotland

5. If you have multiple roles within your practice or federation, select the

appropriaterole.

° See Navigating Appointments Reporting on the facing page for

more details.
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Navigating Appointments Reporting

Dashboard

The Dashboard on the Home screen, consists of three views:

Dashboard

Vision Capacity Snapshot  Favourites

LActr’va view

* Vision - Selection of useful predefined reports.

° See Dashboard - Vision on page 9 for more details.

* Capacity Snapshot - Selection of reports on Offered and Cancelled

Appointments.

o See Dashboard - Capacity Snapshot on page 11 for more

details.

* Favourites - Your most frequently used reports can be saved here for quick

access.

° See Dashboard - Favourites on page 14 for more details.

The active viewis underlined in blue.

Report Library

Choose a query from the Report Library, you can scroll to access more reports.

Alternatively select the Report Library > heading, which displays all the reports,

you can quickly typeinto the search box to find a particular report.
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I vision Reporting - o X

@ Report Library
P Start typing to search

Available queries: 5 .
® Select a query to see details

Utilisation and DNA rates

Staff availability, utilisation and DNA

Description
Capacity snapshot of uifsation and DNA rates

I -Oct-2018 0998
More than one DNA or cancellation
Last run: 07-47-0001 0000 Date last run

DNA twa or more appointments within time frame

Last run: 07-/an-0001 00.00

DNA appointments within time frame

Vision Last run: 07 -0001 00:00
bResulf:s display

as you type

Action menu v

For further information, select the report file, and the details display to the right.

To access thereport options, select the Actions button.

° See Introduction to Appointments Reporting on page 4for more

details.




Dashboard - Vision

Appointments

The Vision tab is the default view on the Dashboard when you sign into the

Appointments Reporting app.

Dashboard

Vision  Capacity Snapshot  Favorites

. Appointments Offered

5

1868
2000

o I 1111 EL Ll
4

06-Oct-2018 - 13-Oct-2018

rSeIect a tile to view

. Appointments Cancelled

I -

1 2 3 a4

06-Oct-2018 - 13-Oct-2018

v w
. Appointments made available wi... . Appointments attended
1200
1084
1000 . il
800
600
9
w b, O
200 %Q—’I‘gftmﬂ]
I IIIII III Q%Bﬂmﬁs 3 4 5 6 7 8 9 10
. (BFTTTT .
06-0ct-2018 - 13-Oct-2018 08-0ct-2018 - 13-0ct-2018
> >
. Attended 3 or more appointments I . DNA appointments within time...

Scroll

Thisincludes the following useful reports:

* Appointments offered

Appointments Cancelled

Appointments attended

Select atile to view the report.

Appointments made available within core hours

Attended 3 or more appointments

DNA Appointments within a timeframe
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° See Viewing Reports on page 15 and Report Drill Down on page 17

for details.

10



Appointments
Dashboard - Capacity Shapshot

The Capacity Snapshotis on the Dashboard and includes the following reports:

Dashboard
Hover over the M. .1
Vision | Capacity Snapshot | Favourites .
i — to see full title
Select
) @ utilisation and DNA rates @ steff availability, utilisation and...
tile to &
. = Staff availability, utilisation and DNA
view Available 1008 A Capacity snapshot of staff member availability. utilisation and
Booked 499 B DNA
Not Booked 509 Not Booked 509
DNA 40 DNA 40
Utilisation Rate 49.50% Utilisation Rate 49.50%
DNA Rate 8.02% DNA Rate 8.02%
23-Jul-2018 - 30-Jul-2018 ) 23-Jul-2018 - 30-Jul-2018 y
. Age, Sex of patients for appoint... . More than one appointment in t...
Available 539 No of Appts 268
Booked 499
Not Booked 40 Seroll
DNA 40
Utilisation Rate 92.58%
DNA Rate 8.02%
23-Jul-2018 - 30-Jul-2018 23-Jul-2018 - 30-Jul-2018
w >

Utilisation and DNA Rates

Staff Availability, Utilisation and DNA

Age, Sex of patients for appointments

More than one appointment in Timeframe

More than one DNA or Cancellation in Timeframe

11



1. Selectatile toview areport.

Appointments

(@ Edit SEArR duee

Show me Amr\gea
20u-206 B o 30002006 EB)

Select the detail tab to view

Summary  Detail patient names

Day of the Week  Available NotBooked ~ DNA

Monday 104 114 80 5

Utilisation an
Vision

d DNA rates |

5876%

Results (1008)

Tuesday 197 %2 105 5

4670%

Wednesday 210 101 109 2

48.10%

Thursday 206 108 E3 7

5243%

179%

Total 1008 499 509 40

4950%

Print / export /

Save or Pin/Unpin 7

The Capacity Reports display as a table and the view cannot be changed

unless you use Report Save As to create a new query.

Actions
4. SeIec’rActions’ro:

Export to C5V

Save Report

Pin Report

Print to file

Save Report as...

* Export to CSV

Select the Detailed tab to view a list of patient names.

* Save Report-To preserve filters, group and sort by preferences.

* Save Report As-Save thereportunder a different name.

12



Appointments

* Pin / Unpin Report - Adds orremoves the report with the current filters,

group and sort preferences to the Favourites Dashboard.

* Print to File - Includes output to PDF.

-

5. Selectthe Back arrow toreturn to the previous screen.

/ Note - Drilldown is not available in the Capacity Reports.

° See Navigating Appointments Reporting on page 7 for more

details.

13
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Dashboard - Favourites

You can pin your favourite reports for quick easy access:

Dashboard
B _ Hover and press
Vision ~ Capacity Snapshot ;Favourites ]
Select tile to view. the cross to unpin 1
. Appointments Offered . Utilisation and DNA rates x
600 @
00 Available 0
= Booked 0
400
330 Not Booked 0
300 281 DNA 0
- Utilisation Rate 0.00%
DNA Rate 0.00%
100 84
. Mznss.q,
23-Jul-2018 - 30-Jul-2018 y 23-Jul-2018 - 30-Jul-2018 y

Toremove areport from the favourites, hover and then select the Xtoremove.

° See Viewing Reports on the facing page and Report Drill Down on

page 17 for details.

14
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Viewing Reports

To view and filter reports:
1. Selectareport from the Report Library or Dashboard. In the Report Library
you can use the Search bar to quickly find the report. The report displays.
2. Changethereporttypeif required:
* Bar-Horizontal or Vertical
* Chart - Pie or Donut

* Table-Summary Table

Horizontal bar ( Pie chart
=nh

D O TATable
. e ’ k Donut chart
Vertical bar

Blue line shows

active view

A blue line displays under the active view.

3. Optionally, select the Calendar to change the dates.

4. SelectRun.

5. Selectthe Group By drop down to change the view criteria. The criteria
varies by report, and the number in brackets indicates how many matches

for the criteria.
6. Selectthe Sort By drop down to change the view options. Choose from:
* Count, highest first

* Count, lowest first

* Type

15
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/ Note - If the selected Group By criteria is Week, then choosing

Type displays theresults by day order.

Retuin to previous screen

@ Edit Search

‘‘‘‘‘‘

Report title g i [l " iorenmene

Change dates }
sssss
otian20ie BB o 2-Apr20t BB

Change view criteria }
Group By [Seeny ) | ®orpy Count highestfist

(4™ Hide report details

gy mane ? ® Report details

Summary  Detail

Legend ﬁ © MsLPadma ® Mr Gavin Rees

‘ Change sort options

Results (103 )

"hOOE

Change view

Hover for
additional

information

Options to
export / save

Actions

7. Selectthe Actions button to:

* Export to CSV

* Save Report-To preserve filters, group and sort by preferences.

* Save Report As-Save thereportunder a different name.

* Pin / Unpin Report - Adds orremoves the report with the current filters,

group and sort preferences to the Favourites Dashboard.

Print to File - Includes output to PDF.

8. Selectthe Back arrow @ toreturn to the previous screen.

° See Report Drill Down on the facing page for more defails.

16



Report Drill Down

Once areportis selected you can drilldown for further information:

Summary

Access patient list

. " . . Group By
Blue line indicates active view

q

Attended appointments
sz

Diabetic Clinic {ll 1

Fitered on

Dr Maire 0"Donnell (105) Smear Appt 3

Additional filter
includes number of results

Script Request

Telephone Appt

Slot Type (7)

Change as mquimdn Results (106)
v SortBy Count highestiirst =h o , @
Change chart type
- Select an area for

futher detail

Export / Saveﬂ

1. Selectareportand apply Date / Group / Sort options asrequired.

° See Viewing Reports on page 15 for more deftails.

2. Selectan area of the chart you want to find out more about, for example,

click a specific clinician's appointments. A filter applies and the view

refreshes.

3. Ifrequired change the Group By and Sort By options. As you select the drop

down lists, a number in brackets indicates the number of results by

category.

Criteria already

applied N

Group By  Slot Type (7) A4

--—--- Available ------
Age Range (7]
Booked By (9)
Booking Status (3)
Curation (5)

HCP Type (1)
Planned Duration {4}

Registration Status (2) Number OF
o sults
Slot Type (7 group resu

Week (4)

Clinician

------ No Results ------ NO msuH:S
Ethnicity

available

4. Another areq, forexample Slot Type, can be selected. The view refreshes.

17
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10.

Appointments

Toremove a filter from the Summary view, hover next to the filter box and a

'-'appears, click toremove.

Becking Status:
dna {Z]

Again, update the Group By and Sort By opftionsif required.

Optionally, if you wish toremove a column / segment from the view, right
click to exclude. The column / segmentis taken out, and displays on the left

hand side as Excluded.

Appointments Offered (1203)

Filtzred on - Slot Type:

Trawvel (£54)

< Excluded - Age Range:
< 1(223]

< Excluded - Age Range:
6-15 (217)

< Excluded - Age Range:
1-5 21

Toremove the exclusion, hover next to the box and to activate the "-"sign,
and select.

. Select the Detail tab to view a patientlist. Toreturn to the Summary view,

select the Summary tab. A blue line indicates the active tab.

Selectthe Actions button to:

* Export the report-to CSV
* Save Report - preserve filters, group and sort by preferences

* Save Report As- preserve filters, group and sort by preferences

18
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* Pin / Unpin Report - adds orremoves the report with the current filters,

group and sort preferences to the Favourites Dashboard

* Print to File -includes the option to print to PDF

-

11. Selectthe Back arrow toreturn to the previous screen.

° See Viewing Reports on page 15 for more details.

19
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Create Reports Overview

From the Report Library you can quickly create new reports based on the existing
selections, and then add additional subsets of patients from the options

available.

You can then setthe Group By options and default time period.

(@) Create Report

To create your own query, click on a pre-defined query from the list on the left
INFO:  side. You can add more queries by clicking the + button which appears when you
put your mouse over the textbox.

Scheduled Hcptype Gp Scheduled Heptype Nurse Attended 3 Or More Appointments. @
Scheduled Heptype Other Clinical Scheduled Heptype Other A '
Choose an existi) uer:
ng query Select to add
Patient Sex Male Patient Sex Female
further queries if
Patient Ethnicity White ‘ Patient Ethnicity Mixed ‘ mqu ,'md
Patient Ethnicity Asian Patient Ethnicity Black
Patient Ethnicity Other Patient Ethnicity Unknown
Patient Age Under 1 Patient Age 1-5 Inclusive
Patient Age 6-15 Inclusive Cancelled 2 Or More Appointme...
Dna 2 Or More Appointments. Dna
Patient Age 16-45 Inclusive Patient Age 46-64 Inclusive
Patient Age 65-80 Inclusive Patient Age 81 And Over
Attended 3 Or More Appointme... .
PP Click Next to proceed q

° See Create Report on the facing page for more details.

20



Create Report

Appointments

You can quickly create reports using the predefined queries.

1. Selectthe Report Library > heading.

2. The Report Library opens.

3. Selectthe Actions button in the bottom right corner of the screen:

View

Edit query

Save as favourite

Create Report

4. Select Create Report. The newreport screen displays.

5. Selecta query from the list on the left hand side of the screen or use the

Search box. Forexample, Scheduled Core Hours:

'\CV Create Report

P Search for a predefined

query or select

Scheduled Hcptype Gp

Scheduled Heptype Nurse

Scheduled Hcptype Other Clinical

Scheduled Heptype Other

Patient Sex Male

Patient Ethnicity White

Patient Sex Female

Patient Ethnicity Mixed

Patient Ethnicity Asian

Pati

ient Ethnicity Black

Patient Ethnicity Other

Pat

ient Ethnicity Unknown

Patient Age Under 1

Patien

t Age 1-5 Inclusive

Patient Age 6-15 Inclusive

Dna 2 Or More Appointments

Cancelled 2 Or More Appointme...

Dna

Patient Age 16-45 Inclusive

Pati

ient Age 46-64 Inclusive

Patient Age 65-80 Inclusive

Patient Age 81 And Over

Attended 3 Or More Appointme...

n a pre-defined query from the list on the left

Tocr
INFO:  side. y clicking the + button which appears when you
ut

I
Selected query populates

Hover to display the add
option, click and then
choose further queries

Press Next to prnteed;

6. Toadd further criteria, hover near the text box and select the Add

button. A second text box displays.

21



7. Select an additional Query from the list. For example, Scheduled HCP type

GP, to show GP appointments.
8. Define therelationship between the groups:

@ .

@ Add all patients (default)

@ Keep only common patients

@ Keep patients exclusively in the first group

Keep patients exclusively in the second group

@ Remove common patients

* Add all patients (default) -Keeps all the patientsin the groups

* Keep only common patients - Keeps only patients that are in both
groups

* Keep patients exclusively in the first group - Removes any patients
that are in the both groups and does notimport any patientsin the
joining group.

* Keeps patients exclusively in the joining group - Removes all
patients from the first group, including any patients who are in both
groups.

* Remove common patients - Removes any patients that are in both

groups.

9. Toadd further queries orremove a query, hover over the report detail box

to activate the Add and Remove buftons:

Scheduled Core Hours

@ Scheduled Heptype Gp @ @

22
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Appointments

10. Clickthe Next button in the bottomright of the screen to

proceed.

11. Complete the Report Details form:

Report Details

rEw&er Report name
Report
Descri ption .
4 Dotails

Chart Type E ll ’ , E“ Chart tgpe
Group By Clinician hseleCf Gr‘oup By OPtI"OnS

Date Offset oy | vesterday W _#MChoOSE the date range

Title - Report Name

* Description - Report Details

Chart Type - Display options-Bar / Chart / Table

Group By - Select the group by opftions from the drop down list

Date Offset (days) - Choose the date range for the report from the
drop down list.

12. SelectSave Report to proceed, alternatively choose Cancel to delete.

13. The newreportisavailable in the Report Library.

° See Viewing Reports on page 15 and Report Drill Down on page 17

for more details.

23
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Query Library

The predefined library includes the following:

* Appointments Cancelled

* Appointments Offered

* Appointments made available within core hours

* Appointments attended

* Attended 3 or more appointments

* Appointments with GP

* Appointments made available within extended hours

* Appointments made available with a duration less than 10
* Appointments made available with a duration more than 10
* Appointments booked in core hours

* Appointments booked in extended hours

* Cancelled two or more appointments within time frame

* DNA two or more appointments within time frame

* DNA appointments within time frame

* Utilisation and DNA rates

* Staff availability, utilisation and DNA

* Age, Sex of patients for appointments

* More than one appointmentin timeframe

* More than one DNA or cancellation

/ English Practices - A monthly CSV file is produced based on the
abovereports for the previous month and sent automatically to

NHS Digital, if your practice has given consent for the extract.

° See Viewing Reports on page 15 and Report Drill Down on page 17

for more details.

24



Appointments

Definitions

Routine/Standard/Normal

Number of slots scheduled of type Routine/Standard/Normal etc.i.e. NOT slots

released for booking on the day of appointment or specialist clinics;

Core Hours

Core hours defined as 8:00 - 18:30 on weekdays except Good Friday, Christmas
Day or bank holidays, as set outin the GMS contract.

Based on appointment start fimei.e. a 10 minute appointment scheduled to start
at 6.25pm willbe counted as a core hours appointment; an appointment
scheduled to start at 8am will also be counted as a core hours appointment; an
appointment scheduled to start at 6.30pm will be counted as an extended hours

appointment.

° See Healthcare Professional Definitions on page 28 for more details.

25



Ethnicity Codes

The following Ethnicity group codes (NHS Digital 2016 grouping), are used when

creating Ethnicity Reports:

Description Read V2 C1v3
White: English or Welsh or Scottish or Northern Irish _ XactH,
N ?100., 2i00.
or British XaQEa
White: Irish ?t01.,9i10. | Xactl, XaQEb
9102., 9i2E. | Xact], XalSD,

White: Gypsy or Irish Traveller

other Black or African or Caribbean background

9i2C.,9i2D. [XaJSB, XaJSC
White: Any other White background 2103. XactK
Mixed or multiple ethnic groups: White and Black _
_ ?104.,9i3.. |XactL, XaJQy
Caribbean
Mixed or multiple ethnic groups: White and Black
_ ?t05. Xactd
African
Mixed or multiple ethnic groups: White and Asian | 9106., 9i5.. | Xacte, XaJRO
Mixed or multiple ethnic groups: Any other Mixed
) ) 9107. Xactf
or multiple ethnic background
Asian or Asian British: Indian 9t08.,9i7.. |Xactg, XalJR2
Asian or Asian British: Pakistani 9t09.,9i8.. |Xacth,XaJR3
Asian or Asian British: Bangladeshi 9t0A., 9i9.. | Xacti, XaJR4
Qt0OB., 2i64.,| Xactj, XaJRL,
Asian or Asian British: Chinese
QIE.. XaJR?
Asian or Asian British: Any other Asian background | 2t0C. Xactk
Black or African or Caribbean or Black British:
) 910D. Xactl
African
Black or African or Caribbean or Black British:
910OE. Xactm
Caribbean
Black or African or Caribbean or Black British: Any
910F. Xactn

26
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Appointments

Description Read V2 C1v3
Other ethnic group: Arab 9t0G., 9iF9. | Xacto, XaJSS
. . ?t0H., 2iFK. | Xactp , XalSg
Ofther ethnic group: Any other ethnic group )
QiF.. . XaJRA
Noft stated 9IG.. XaJRB

27



Healthcare Professional Definitions

Appointments

Theroles for the appointments reporting identified in Vision 3 and are defined as

follows:

GP

Senior Partner
Partner

Associate

Non-commercial localrota of less than 10 GPs

Locum

GP Registrar
Sole Practitioner
Salaried Partner

GP Retainer

Nurse

Clinical Practitioner Access Role
Community Nurse

Community Psychiatric Nurse
ContactTracing Nurse

Health Professional Access Role
Health Visitor

MentalHandicap Nurse
Midwife

Nurse Access Role

Nurse Manager Access Role

Other Nursing & Midwifery

28



Practice Nurse

School Nurse

Clinical Other

Non-

Chiropodist

Counsellor

Dietician

Dispenser

Homeopath
Occupational Therapist
Osteopath

Other Health Care Professional
Pharmacist
Physiotherapist

Social Worker

Speech Therapist

Stomatherapist

clinical Other

Appointments

* Any other healthcare professional type, including clerical user types.
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