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Introduction to Appointments Reporting

TheAppointments Reporting Homepage includes theReport Libraryand

Dashboard.

Fromhereyou can selecta report toview, scroll toaccess all reports and tap to

selecta report for viewing.

SeeNavigating Appointments Reporting on page 7,Viewing

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

To log intoAppointments Reporting:

Note - Your email address needs tobeadded toyour staff profile in

FileMaintenance. SeePreparing for Vision Reporting for more

details.

1. Fromyour desktop,doubleclick Reporting . The login screen

displays.

2. SelectUsernameandenter your registered email address.

3. SelectPassword andenter your password.
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Note - If your password does notmeet thecomplexity

requirements andcontain a combination of Upper case,

Lower caseandNumbers.Awarning displays "You are

logging in with aweakpassword. Pleasecontact your

local Vision Admin or Helpline for assistanceor press

Continue to login with aweakpassword."

4. Select Sign in.

Note - The first timeyou accessAppointments Reporting you
areasked to select your country / health board. Select the

appropriate response from theavailable list and select

Continue.

5. If you havemultiple roleswithin your practiceor federation, select the

appropriate role.

SeeNavigating Appointments Reporting on the facing page for
moredetails.

6



Navigating Appointments Reporting

Dashboard
TheDashboard on theHome screen,consists of threeviews:

Vision - Selection of useful predefined reports.

SeeDashboard - Vision on page 9 for moredetails.

Capacity Snapshot - Selection of reports onOfferedandCancelled
Appointments.

SeeDashboard - Capacity Snapshot on page 11 for more

details.

Favourites - Yourmost frequently used reports can be saved here for quick

access.

SeeDashboard - Favourites on page 14 for moredetails.

Theactiveview is underlined in blue.

Report Library
Chooseaquery from theReport Library, you can scroll toaccessmore reports.

Alternatively select theReport Library > heading,which displays all the reports,
you can quickly type into the search box to find aparticular report.
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For further information, select the report tile, and thedetails display to the right.

Toaccess the report options, select theActionsbutton.

See Introduction to Appointments Reporting on page 4for more

details.
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Dashboard - Vision

TheVision tab is thedefault viewon theDashboardwhen you sign into the

Appointments Reporting app.

This includes the following useful reports:

Appointments offered

Appointments Cancelled

Appointments made available within core hours

Appointments attended

Attended 3 or more appointments

DNA Appointments within a timeframe

Selecta tile toview the report.
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SeeViewing Reports on page 15and Report Drill Down on page 17
for details.
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Dashboard - Capacity Snapshot

TheCapacity Snapshot is on theDashboard and includes the following reports:

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
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1. Selecta tile toviewa report.

2. TheCapacity Reportsdisplay asa tableand theviewcannotbechanged

unless you useReport Save As tocreatea newquery.

3. Select theDetailed tab toviewa list of patient names.

4. SelectActions to:

Export to CSV

Save Report - Topreserve filters, groupand sort by preferences.

Save Report As - Save the report under a different name.
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Pin / Unpin Report - Addsor removes the reportwith thecurrent filters,

groupand sort preferences to the Favourites Dashboard.

Print to File - Includes output toPDF.

5. Select theBack arrow to return to theprevious screen.

Note - Drilldown is notavailable in theCapacity Reports.

SeeNavigating Appointments Reporting on page 7 for more

details.
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Dashboard - Favourites

You can pin your favourite reports for quick easy access:

To removea report from the favourites, hover and then select theX to remove.

SeeViewing Reports on the facing pageand Report Drill Down on

page 17 for details.
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Viewing Reports

Toviewand filter reports:

1. Selecta report from theReport Library or Dashboard. In theReport Library

you can use the Search bar toquickly find the report. The reportdisplays.

2. Change the report type if required:

Bar - Horizontal or Vertical

Chart - Pieor Donut

Table - Summary Table

A blue linedisplays under theactiveview.

3. Optionally, select theCalendar tochange thedates.

4. SelectRun.

5. Select theGroup Bydropdown tochange theviewcriteria. Thecriteria

varies by report, and thenumber in brackets indicates howmanymatches

for thecriteria.

6. Select the Sort Bydropdown tochange theviewoptions.Choose from:

Count, highest first

Count, lowest first

Type
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Note - If the selectedGroup Bycriteria isWeek, then choosing

Typedisplays the results by day order.

7. Select theActions button to:

Export to CSV

Save Report - Topreserve filters, groupand sort by preferences.

Save Report As - Save the report under a different name.

Pin / Unpin Report - Addsor removes the reportwith thecurrent filters,

groupand sort preferences to the FavouritesDashboard.

Print to File - Includes output toPDF.

8. Select theBack arrow to return to theprevious screen.

SeeReport Drill Down on the facing page for moredetails.
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Report Drill Down

Oncea report is selected you can drill down for further information:

1. Selecta reportandapply Date / Group / Sort options as required.

SeeViewing Reports on page 15 for moredetails.

2. Selectan area of thechart youwant to find outmoreabout, for example,

click a specificclinician's appointments.A filter applies and theview

refreshes.

3. If required change theGroup Byand Sort Byoptions.As you select thedrop
down lists, a number in brackets indicates thenumber of results by

category.

4. Another area, for example Slot Type, can be selected. Theview refreshes.
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5. To removea filter from the Summary view,hover next to the filter box anda

'-' appears, click to remove.

6. Again, update theGroup Byand Sort Byoptions if required.

7. Optionally, if youwish to removeacolumn / segment from theview, right

click toexclude. Thecolumn / segment is taken out, anddisplays on the left

hand sideas Excluded.

8. To remove theexclusion, hover next to thebox and toactivate the "-" sign,
and select.

9. Select theDetail tab toviewapatient list. To return to the Summary view,

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

10. Select theActions button to:

Export the report - toCSV

Save Report - preserve filters, groupand sort by preferences

Save Report As- preserve filters, groupand sort by preferences
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Pin / Unpin Report - addsor removes the reportwith thecurrent filters,

groupand sort preferences to the FavouritesDashboard

Print to File - includes theoption toprint toPDF

11. Select theBack arrow to return to theprevious screen.

SeeViewing Reports on page 15 for moredetails.
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Create Reports Overview

From theReport Library you can quickly createnew reports basedon theexisting

selections, and then addadditional subsets of patients from theoptions

available.

You can then set theGroup Byoptions anddefault timeperiod.

SeeCreate Report on the facing page for moredetails.
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Create Report

You can quickly create reports using thepredefinedqueries.

1. Select theReport Library > heading.

2. TheReport Library opens.

3. Select theActionsbutton in thebottom rightcorner of the screen:

4. SelectCreate Report. Thenew report screen displays.

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

Search box. For example, Scheduled Core Hours:

6. Toadd further criteria, hover near the text boxand select theAdd

button.A second text boxdisplays.
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7. Selectan additionalQuery from the list. For example, Scheduled HCP type

GP, to showGP appointments.

8. Define the relationship between thegroups:

Add all patients (default) - Keepsall thepatients in thegroups

Keep only common patients - Keepsonly patients thatare in both
groups

Keep patients exclusively in the first group - Removesany patients

thatare in theboth groupsanddoes not importany patients in the

joining group.

Keeps patients exclusively in the joining group - Removesall

patients from the first group, including any patientswhoare in both

groups.

Remove common patients - Removesany patients thatare in both

groups.

9. Toadd further queries or removeaquery, hover over the reportdetail box

toactivate theAdd and Removebuttons:
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10. Click theNext button in thebottom rightof the screen to

proceed.

11. Complete theReport Details form:

Title - ReportName

Description - ReportDetails

Chart Type - Display options - Bar / Chart / Table

Group By - Select thegroupby options from thedropdown list

Date Offset (days) -Choose thedate range for the report from the

dropdown list.

12. Select Save Report toproceed,alternatively chooseCancel todelete.

13. Thenew report is available in theReport Library.

SeeViewing Reports on page 15and Report Drill Down on page 17
for moredetails.
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Query Library

Thepredefined library includes the following:

AppointmentsCancelled

AppointmentsOffered

Appointmentsmadeavailablewithin corehours

Appointments attended

Attended 3 ormoreappointments

AppointmentswithGP

Appointmentsmadeavailablewithin extendedhours

Appointmentsmadeavailablewith a duration less than 10

Appointmentsmadeavailablewith a durationmore than 10

Appointments booked in corehours

Appointments booked in extendedhours

Cancelled twoormoreappointmentswithin time frame

DNA twoormoreappointmentswithin time frame

DNAappointmentswithin time frame

Utilisation andDNA rates

Staff availability, utilisation andDNA

Age, Sex of patients for appointments

More than oneappointment in timeframe

More than oneDNAor cancellation

English Practices - Amonthly CSV file is producedbasedon the

above reports for thepreviousmonth and sentautomatically to

NHS Digital, if your practicehasgiven consent for theextract.

SeeViewing Reports on page 15and Report Drill Down on page 17
for moredetails.
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Definitions

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

released for booking on theday of appointmentor specialist clinics;

Core Hours
Corehours definedas 8:00 - 18:30 onweekdays exceptGood Friday,Christmas

Day or bank holidays, as setout in theGMScontract.

Basedon appointment start time i.e. a 10minuteappointment scheduled to start

at 6.25pmwill becountedasa corehours appointment; an appointment

scheduled to start at 8amwill alsobecountedasa corehours appointment; an

appointment scheduled to start at 6.30pmwill becountedasan extendedhours

appointment.

SeeHealthcare Professional Definitions on page 28 for moredetails.
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Ethnicity Codes

The following Ethnicity group codes (NHSDigital 2016 grouping), areusedwhen

creating Ethnicity Reports:

Description Read V2 CTV3

White: English orWelsh or Scottish or Northern Irish

or British
9t00. , 9i00.

XactH ,

XaQEa

White: Irish 9t01. , 9i10. XactI , XaQEb

White:Gypsy or Irish Traveller
9t02. , 9i2E. ,

9i2C. , 9i2D.

XactJ , XaJSD ,

XaJSB , XaJSC

White:Any otherWhitebackground 9t03. XactK

Mixedormultipleethnicgroups:Whiteand Black

Caribbean
9t04. , 9i3.. XactL , XaJQy

Mixedormultipleethnicgroups:Whiteand Black

African
9t05. Xactd

Mixedormultipleethnicgroups:WhiteandAsian 9t06. , 9i5.. Xacte , XaJR0

Mixedormultipleethnicgroups:Any otherMixed

ormultipleethnicbackground
9t07. Xactf

Asian or Asian British: Indian 9t08. , 9i7.. Xactg , XaJR2

Asian or Asian British: Pakistani 9t09. , 9i8.. Xacth , XaJR3

Asian or Asian British: Bangladeshi 9t0A. , 9i9.. Xacti , XaJR4

Asian or Asian British:Chinese
9t0B. , 9i64. ,

9iE..

Xactj , XaJRL ,

XaJR9

Asian or Asian British:Any other Asian background 9t0C. Xactk

Black or African or Caribbean or Black British:

African
9t0D. Xactl

Black or African or Caribbean or Black British:

Caribbean
9t0E. Xactm

Black or African or Caribbean or Black British:Any

other Black or African or Caribbean background
9t0F. Xactn
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Description Read V2 CTV3

Other ethnicgroup:Arab 9t0G. , 9iF9. Xacto , XaJSS

Other ethnicgroup:Any other ethnicgroup
9t0H. , 9iFK. ,

9iF..

Xactp , XaJSg

, XaJRA

Not stated 9iG.. XaJRB
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Healthcare Professional Definitions

The roles for theappointments reporting identified inVision 3andaredefinedas
follows:

GP

Senior Partner

Partner

Associate

Non-commercial local rota of less than 10GPs

Locum

GPRegistrar

SolePractitioner

Salaried Partner

GPRetainer

Nurse

Clinical Practitioner Access Role

Community Nurse

Community PsychiatricNurse

Contact Tracing Nurse

Health Professional Access Role

Health Visitor

Mental HandicapNurse

Midwife

NurseAccess Role

NurseManager Access Role

Other Nursing &Midwifery
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PracticeNurse

School Nurse

Clinical Other

Chiropodist

Counsellor

Dietician

Dispenser

Homeopath

Occupational Therapist

Osteopath

Other Health CareProfessional

Pharmacist

Physiotherapist

SocialWorker

Speech Therapist

Stomatherapist

Non-clinical Other

Any other healthcareprofessional type, including clerical user types.
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