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Shared Appointments Overview

Vision Shared Appointments allows for the sharing of appointments books bey-
ond the practice boundary. Using Shared Appointments you can view, book

and cancel patient appointments for a Shared Care service.

The solution can be used to support:

* Multiple practices located within the same building sharing

reception staff/nursing staff.

* Shared Care working e.g. Prime Minister’'s Challenge Fund for

practices provisioning extended working hours across a locality.

* Extended Access.

Shared Appointments works with both Vision and EMIS practices, and can be

configuredin multiple ways:

* A patient can forexample, contact their practice for an appointment, and
if oneisn't available then the practice can book the patientinto the Shared

Care Centre.

* Alternatively, a patient can contact the Shared Care Centre directly, and
the receptionist can book an appointment at the centre for any patientin
the defined locality.
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Practice A
Vision

Practice B
) Vision
Streaming

patient data

e
Shared Care Centre \

Receptionist can make

Patient rings Shared Care
Centre for an appointment

+

Practice C
EMIS

appointments at the Centre
for any patient in the locality

/ Note - Vision Shared Appointments works with both Vision and
EMIS practices.
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Home Screen Overview

Vision Shared Appointments Home screen.

From here you can:

* Return to Clinical Portal menu.

Select / Deselect Patients.

o See Select a Patient on page 8 for more inform-

ation.

Access the different Appointment views.

o See Clinicians List Overview, Clipboard View,

Reception View, View a Patient's Appointments

and Special Bookings View for more information.

Set Call Display settings.

o See Call Display for more information.

Print Appointmentreports.

° See Print Full Appointment List for more information.

* PrintEmergency Evacuationreport.

° See Print Evacuation Report for more information.
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Clinical Portal

Select / Deselect o Help
Appointments Patient

“ Patient's Appointments | ‘“ Clinician List ‘ ‘“ Reception | | D Clipboard (4) ‘ ‘ | Special Bookings ‘ evacuatr'on
report

Patient's Appointment {Appor'ntment views / \

atient's ointments - .

A i : Call display Print all
active when patient selected

settings appointments

Vision Shared Appointments Overview

. |*|patient's Appointments - Displays the appointments booked for the

patient, you can also book new appointments and manage existing book-

ings.

o See Patient's Appointments View for more information.

« L®8|Clinician List - Displays appointments by clinician/clinic including

appointment comments.

° See Clinicians List Overview for more information.

. 08 Reception - Displays multiple clinician/clinic books.

° See Reception View for more information.

. El Clipboard - Allows you to move bookings, the number in brackets indic-

ates the count of appointments on the clipboard.

° See Clipboard View for more information.
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« L_ISpecial Bookings - Allows you to book appointments for tem-

porary/non-registered patients or 3rd parties.

o See Special Bookings View for more information.

. . Evacuation Report - Prints the emergency evacuation report.

° See Print Evacuation Report for more information.

. @ Print - Displays the Print Full Appointment List screen allowing you to spe-

cify which data toinclude and exclude in the printed list of appointments.

o See Print Full Appointment List for more information.

When a patientis selected, the Patient's Appointments view displays by default.
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Accessing Shared Appointments

Vision Shared Appointmentsis accessed from the Clinical Portal.

1. Double-click on the Clinical Portal icon on your desktop.

The Clinical Portal login screen displays.

Computer Misuse Act 1990 - Unauthorised access ta this system is an offence

Sign in with your Yision 1D

NS Scotend v sonm

2. Enteryour User Name and Password.

/ Note - Your user name is your email address.
Vision practices - use your Vision 3 password. For English sites this

is the offline password.

3. Selectyour Organisation from the drop down.

4. SelectSign In.

/ Note - If you have forgotten your password, it can bereset it by

your systems administrator.

The Clinical Portal main screen displays:
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5. Selectthe Appointments button.

The Appointments screen displays.

6. Fromthe Appointments Home screen you can:

Clini
ligical Portal Select / Deselect o Help

Appointments Patient

]ulla wﬂsunﬂlnps co.uk

er - Test Practice 4

L=
& Patients Appointments ‘ ‘dcli.ﬁamun ‘ ‘dkmﬁm | ‘ [ clipboard t4) ‘ ‘ .+ Special Bookings | evacuation
report
( Appointment views \
Print all

appointments

Vision 360 Appointments

Patient's Appointiments -
. . Call dlspfay
active when patient selected

settings

* Return to Clinical Portal menu.

* Select/ Deselect Patients.

See -Select a Patient on the next page.

* Access the different Appointment views.

See - Clinicians List Overview, Clipboard View, Reception

View, View a Patient's Appointments and Special Book-
ings View.
* Set CallDisplay settings.

See - Call Display.

* Print Appointmentreports.

See - Print Full Appointment List.

* PrintEmergency Evacuationreport.

See - Print Evacuation Report.
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Select a Patient

The Patient Select screen allows you to search for a patient using various criteria

including surname, date of birth and NHS/CHI number.

When a patientis selected their demographics display in the Patient Banner.

sy ?
Federated Practitioner Access - MHS Yision Test .

BURBEY, Sharron (Ms), 15-Apr-1962, 7 LANGWITH MEWS, COLLINGHAM, WETHERBY, W YORKSHIRE, LS22 5.J5 i+ 3 I;:._I ‘

| “ Patlentsnpp inti it i :“ Clinician List “ Reception ' | iJ Clipboard (2} : ! [ Special Bookings

Patient Banner

/ Note -If you already have a patient open and you choose a dif-
ferent patient, the currently selected patientrecord will be closed.
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Patient Search

1. Selectthe Select Patient button.

2. Entering all or part of the patient's surname, optionally forename and/or
date of birth in the Search Criteria box:

Expand for additional

Enter patient details Search or clear
search options

Patient Select

. Search Criteria \bur sha |
Search Clear
BURBEY SHARROMN 03-Oct-2000 A111172776 Mot known Permanent Test Practice 3 (X00003)
BURBEY SHARRON 14-Oct-1973 4211203371 7, LANGWITH MEWS, COLLINGHAM, W... Permanent Test Practice 4 (X00004)
BURBEY SHARRON 15-Apr-1962 4211146793 7, LANGWITH MEWS, COLLINGHAM, W... Permanent ‘Test Practice 4 (X00004)
BURBEY SHARRCN 20-Oct-1966 4111142842 Mot known Permanent Test Practice 3 (X00003)
BURGAN SHARON 16-Aug-1944 4211183208 HEATHFIELD, MILL LANE, BARDSEY, L... Permanent Test Practice 4 (X00004)
BURGAN SHARON A7-Jul-1997 4211178636 HEATHFIELD, MILL LAME, BARDSEY, L... Permanent Test Practice 4 (X00004)
BURGAN SHARONN 27-Feb-1963 4211115014 HEATHFI . MILL LANE, BARDSEY, L... Permanent Test Practice 4 (X00004)
BURGESS SHARON 05-May-1897 4211185439 HIGH G HOUSE, LINTON ROAD,. Permanent Test Practice 4 (X00004)
BURGESS SHARON 10-Sep-1979 4111226728 Mot known Permanent Test Practice 3 (X00003)
BURGESS SHARON 17-Dec-1941 4211211471 25, STEAD E, THORMER, LEEDS, L... Permanent Test Practice 4 (X00004)
12345 Next
Select patient, then Practice details
choose OK to proceed .}
0K Cancel

3. SelectSearch.

4. Selectthe patient and click OK.

Detailed Patient Search

1. Selectthe Expand button to activate more search options, which

include Address, Postcode and NHS/CHI Number.

Patient Select

Surname | | Forename ‘ |
Date of Birth |Dayeg 5 |Montheg 7 || Yeareg 1963  NHS Number | |
Address | | Postcode ‘ |

Toggle between detailed and basic search

Search Clear
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2. Enter patient details.

/ Note - To search by postcode, a minimum of two characters

must be entered in the Postcode box.

3. SelectSearch.

4. Choose the patient and select OK.

BLURGAM SHARDMN 1E-Aug-1844 4211183208 HEATHFIELD, MILL LAME, BARDSEY, L... Pemmanent Test Praclice 4 (XDO004)

BLURGAN SHARDM 17-Jul- 1987 4211172636 HEATHFIELD, MILL LAME, BARDSEY, L... Permaneni Tesd Practice 4 (XDO004)

BURGAN SHARDOMN IT-Fab- 1063 4211115014 HEATHF , MILL LAME, BARDSEY, L. Parmanent Test Practice 4 (X00004)

BURGESS SHAROMN D5-May-1567 4211125485 HIGH G HOUSE, LINTON ROAD Prrmangni Test Practice 4 {(XD0004)

BLURGESS SHAROM 10-Sep-1973  A1NZATIE o bnaen Parmanent Test Prachce 3 (XDO003)

BLIRGESS SHAROM F-Dac-1841 421127114711 2%, STEAD LgNE, THORMER, LEEDS, L...  Parmanent Test Prachce 4 (XDO004)
12345 Mexd

Select patient, then
choose OK to proceed .}

Cancel

Deselect Patient

The active patient showing in the Patient Banner can be deselected by either

choosing another patient or selecting the Close Patient button.

10
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Booking Appointments

1. Selectthe Reception L% putton.

Reception view displays. See - Reception View.

2. Selectthe slot and double click or select the Make booking *J button.

The Patient Select screen displays.

3. Selectapatient.See -Select a Patient on page 8.

/ Note - If you already have an active patient displayedin the
patientbanner, selecting a patient does not change the active

patient.

The Appointment Information booking form displays:

Appointment Information

Change duration

—Booking Details
Date 23-Mar-2020

Start Time  13:00 Expected Duration :

Booking Information

Record booking

: I‘- information
*\ P Add notes about

|
SMS Reminder* | " the appointment
Contact | ‘\:SMS Consent
Number for SMS

J Contacts Patients Cared For Qutstanding Recalls

Comment

Cannet load patient details

4. Update the booking form asrequired:

* Extend the duration.
* Record booking information via the drop-down list.
* Add commentsrelating to the appointment.

* Add SMS Reminder consent status via the drop-down list.

11
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* Add Contactnumber for SMS reminders.

/ Note - In a shared care setting, appointments for patients who
areregistered at an EMIS practice and no sharing agreement
exists, are booked as special bookings with demographic

information populated.

See -Special Booking on page 17.

1. Select OK tofinish or select OK & Print toissue an appointment card.

A booking confirmation message displays.

| Appointrment booked on Tuesday the 13th of August at 09:50 with Dr Caral Saturn |

° See Reception View and Sending SMS for more information.

12
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1. Selectthe Select Patient button. See - Select a Patient on

page 8.

The Patient's Appointment view displays.

2. The Book a new appointment section at the lower part of the screen shows

the next available appointments.

15=Jul-3013 0E10 Mon
15-Juk-3013 [Loal] Mon
15-Jul-m013 gt Mon
15 Juk3013 o0 Mon
15-Juk33 0% Mon
15-Jukd3 0% Mon
15-Jukdd 0 Man
15-Jukd3 0% Mon
15-Jukdid 0 Man
15-Jukdd 08k Mon
18-Juk2013 030 Mon
15-Jukdd 0k Mon

Ersking Practice:
Ersking Practice
Ersking Practics
Ersking Practice
Ersking Practice
Ersking Praclice
Erskine Praclice
Ersking Practice
Erskine Practice
Erskire Praclice
Erskine Practice

Ershrs Prachoe

Sy 2

Dr Michasd Maptung
Wigg Murse Prescribar
B Locum

Dr Cargl Satum

Flu

Oif Wii: iz e plune
Wigs Murse Prascrinar
A Locum

D Canol Salum

Flu

Dif Wii: izl Meplune

Cnganizaton

Morning
Morming
Moming
Morning
Homing
Worning
Woming
HWorning
Woming
Marning
Morning

woming

Wrhone

.F'hu;na
.F'hu:na
.F'hr.nrc
WFhone
WrFhoee
WFhoee
BFhons
WrFhoes
Onomaal
[Cramal
Oromaal

10 mins
10 mins i |
10 mines
10 mins
10 mins

10 mins

MEEE N

10 mins
10 mins
10 mins
10 mins

10 mins

SRR

10 mins

|
)
| €

3. Optionally, use the filters torefine the appointments.

Or select the Find Slots drop-down to display a list of saved slot searches

and select the search you wanttorun. See - Create Free Slot Search.

Apply filters to find specific appointments

Access saved searches@y

Book a new appointment
Date Period | Next 48 hours |
Time of Day | ]

Any *

31-Jul-2017 14:10 Mon

31-Jul-2017 1410 Mon

31-Jul-2017 14:15 Mon

Day |

DR

Session Type |

Test Practice 4
Test Practice 4

Test Practice 4

Diabetic Clinic
Miss Nurse Prescriber

Miss Nurse Prescriber

¢ | GlinicianClinic |

>

| TestPracticed 3 | SlotType | ¢ | Viewable Only [/]
Ay & ] Gender [ s | Find Slots| ¥ |
Diabetic Clinic [ Diavetic Clinic 10 mins. _“j o
Baby Clinic W Normal 5 mins j
Baby Clinic W rormal S mins A

Available filters:

Date period - select the box to display options

13
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* Next 48 hours (default)
* Thisweek
* Nextweek
* Thismonth
* Nextmonth
* Specific date - Opens the calendar.

* Daterange - Opens the calendar.

Day
* Any (default)

* Selectaspecificday(s).

Time of day
* Any (default)
* SelectAMorPM

Gender - The clinician's gender, choose from:
* Any (default)

* Select Male or Female

Additional options
* Organisation - Location of appointment.

* Slot Type - All active slot types. (Default - all)

Multiple selectis available.

* Viewable Only - This hides slofs that are marked as non-

viewable.

* Session Type - The active session types. (Default - all)

Multiple selectis available.

* Clinician/Clinic - The clinicians/clinics for the selected
organisation. (Default - all)

Multiple selectis available.

14
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/ Note -See - Slot Type Warnings for details on slot types

and associated warnings.

4. Selectthe Find Slots | Find Siots |7 button.

The list of available slots displays. Thisis ordered by date and time ascend-
ing, if you select another column to sort by, thisis applied as a secondary
sort.

/ Note - If the number of matching slots exceeds 50, the following
message displays: There are more than 50 available slots —the

first 50 only are listed here'.

5. Tobook, selectthe Make booking Z button or double-click the slof.

/ Note - You can book inactive slots - these are shown with a
black slot type.

The Appointment Information booking screen opens:

Appointment Information

Change duration

—Booking Details
Date 23-Mar-2020

Start Time  13:00 Expected Duration | 102

Booking Information

|

Commeant ‘ NAdd notes about
|
|

. the appointment
4\\|—'5Ms Consent
. Number for SMS

Record booking

information

SMS Reminder *
Contact

J Contacts Patients Cared For Outstanding Recalls

Cannot load patient details

/ Note - In a shared care setting, appointments for patients who

areregistered at an EMIS practice and no sharing agreement

15
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ew, are booked as special bookings with demographic

information populated.

6. Optionally, update the booking form:
* Extend the duration.
* Record booking information via the drop-down list.

* Add commentsrelating to the appointment.

Add SMS Reminder consent status via the drop-down list.

Add Contact number for SMS reminders.

7. Select OK tofinish or select OK & Print toissue an appointment card.

A booking confirmation message displays:

| Appointment booked on Tuesday the 13th of August at 09:50 with Dr Carol Saturn |

° See Patient's Appointments View for more information.

16
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Special Booking

You can make special bookings for:

* Non-registered patient appointments.

* Non-patient appointments, for example, appointment with drug

rep.

* Inashared care setting, patients who are registered at an EMIS
practice, and a sharing agreementis notin place, are auto-
matically booked as special bookings with alldemographic
information populated.

Making a special booking:

1. Selectthe Special Bookings El button, at the top of the window.
The Special Bookings view displays.
2. Inthe Book a new appointment section, select the Organisation.

3. Apply filters using the drop-down boxes if required.

button.

4. Selectihe Find Slofs| Lot ¥

Matching slots display.

The list of available slots is ordered by date and time ascending. If you select

another column to sort by, the date and time apply as a secondary sort.

/ Note - If the number of matching slofs exceeds 50, the following
message displays: There are more than 50 available slots - the

first 50 only are listed here'.

5. Double-click the slot or select the Make booking L—Ibutton to book.

/ Note - You can also book inactive slots shown with the black slot

type colour.

17
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6. The Special Booking form displays the appointment details.

Special Booking |

Date 23-Mar-2020

Start Time  13:30 Expected Duration | 10/% mins
Booking Description * | Drug rep - Sally Walker |
Comment
SMS Reminder * v
Contact |

oK Cancel

/. Enterthe description in the Booking Description box.
8. Optionally, record contact detailsin the Comment box.

9. Choose SMS Status from the drop-down, if the patient has consented to

SMS add their mobile number to the Contact box.

10. Select OK to finish, or OK & Print - to print alabel.

The booking confirmation message displays.

| Appointrment booked on Tuesday the 13th of August at 09:50 with Dr Carol Saturn |

The special booking now displaysin the Booked appointments section of the Spe-

cial Bookings view.

The booking also displays in the Reception and Clinician List view - indicated by

the Special Booking L ( symbol.

° See Special Bookings View and Sending SMS Reminders for more

information.

18
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Cancelling Appointments

You can cancel appointmentsin the Patient's Appointments, Clinician List,

Reception and Special Bookings views.

An appointment cannot be cancelled after a patienthas been checked in.

/ Note - You can also cancel multiple appointmentsin the Clinician List
view.
You can alsoremove an item from the Clipboard in the Clipboard

view.

Patient's Appointments or Special Booking View:

1. SelectPatient's Appointments & Hutton oron Special Bookings but-

fon.

The view displays.

2. Clickthe Cancel Appointment i button alongside the appointment you

wantto cancel.
3. Select a cancellationreason from the drop-down.

4. Select OK.

Cancellation Reason

Please select a reason for cancelling this appointment:
'FELT BETTER v|

OK Cancel

The appointmentisremoved from the list.

/ Note - Cancelled patient appointments will be displayed in the

Patient Appointments screen in a futurerelease.

19
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Clinician List or Reception View

1. Selectthe Clinician List

The view displays.

2. Highlight the appointment.

3. Selectthe Cancel Appointment j

or on Reception ) button.

button.

4. Choose the cancellation reason from the drop-down list.

5. Select OK.

The appointmentisremoved from the book.

/ Note - The cancellation reasons available from the drop-down list are

definedin Vision 3.

° See Cancel Multiple Appointments and Remove ltem from Clip-

board for more information.

20



Editing Appointments

= cegedim

.. Healthcare Solutions

You can edit patient appointments in Patient's Appointments and Reception

views. To edit a special booking, see - Edit a Special Booking.

1. Inthe Booked appointments sectfion of the Patient's Appointments view,

L

select the Edit Ll button.

Orin the Reception view, highlight the appointment and select the Edit L.

buftton.

The Appointment Information screen displays:

Appointment Information - BROWN-SMITH, Amy (Ms), 25 Mar-1967,

—Booking Details

Start Time  13:20
Appointment Status Booked

Date 23-Mar-2020

Expected Duration | 103 mins

Booking Information | CAN'T OFFER AN APPOINTMENT TODAY AT PR v |

Comment

Arrived in surgery
Start consultation
End consultation

Actual Duration

Waiting Time

SMS Reminder * | Send a reminder (please ensure patient consents) v \

Gontact | 07860593715

J Contacts Patients Cared For Qutstanding Recalls

R L
Cannot load patient details
OK Cancel

2. Editthe booking form asrequired:

* Extend the slot duration -in the Expected Duration box.

If the extended slot overruns any subsequent slots, you willreceive a

warning.

See - Extending an Appointment Duration and Overrun Slots Warn-

ing.

* Revert the status - from Arrived back to booked, or from In Con-

sultation back to Arrived, by clicking the Revert button.

21
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* Booking Information - choose an alternative from the drop-down list.
* Comments - Add or edita comment.

3. Select OK to make the changes.

° You can also Move an appointment to the Clipboard for re-schedul-

ing later. See - Move Item to Clipboard.

22
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You can mark a patient as arrived from the Patient's Appointments and Recep-

tion views:

Patient's Appointments View

1. Selectapatient.See -Select a Patient on page 8.

The Patient's Appointments view displays.

2. Locatetoday's appointmentin the Booked appointments list, and select

the green Check In A button.

The status updates to Arrived 83| the Arrived in Surgery timerecorded

and a confirmation message displays.

Booked appointments | Wiewall.. || DHAs(10) | I Appointment checked in successfull

Clinician/Clinic Organisation

38-Juk2017 10:50 Artive d D Fioha Yenus Test Practice 4 + 07

/ Note - once the patient has been checked in, the checkin but-

ton alongside the appointment is disabled.

Reception View

1. Selectthe Reception E] button.
The Reception view displays.

2. Ifneeded, select therelevant organisation from the Organisation drop-

down, and select the clinic/clinicians using the View button.

3. Locate the booked appointment.

23
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4. Double-click the slot to check the patientin.

The status changes to Arrived

,the Arrived in Surgery timerecorded

and the confirmation displays.

| Appointrment checked in successfully |

° See Patient Status on the facing page and Revert Patient Status on

page 26 for more information.

24
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Patient Status

The Clinician and Reception views use the following symbols to represent the

patient status.

. u - Booked Appointment

° See Booking Appointments on page 11 for more information.

.'__"l
. Lo - Patient Arrived

° See Check Patient in on page 23 for more information.

. b Patient in Consultation - Statusis updates automatically when a clini-

cian starts a consultation.

. - Patient has been Seen - Status updates when a consultation is

opened with the next patient, or this can be ended manually by selecting

Q

button.

the End Appointment

° See Mark Patient as Seen for more information.

. -DNA -If the patientis not checked in, and their appointment time

lapses, the status updates to DNA.

° See Revert Patient Status on the next page for more information on

how torevert a patient status.

25
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You canrevert a patient's appointment status from Arrived back to Booked, or

from In Consultation back to Arrived.

1. Selectapatient.

° See Select a Patient on page 8 for more information.

2. Patient view displays.

3. Inthe Booked Appointments section, locate the appointment you want to

edit.

4. Selectthe Edit Appointmentlzl button.The Appointment Information

booking screen displays.

5. Selectthe Revert button alongside the Appointment Status torevert the

appointment status:

Appointment Information - KALGARRIFF, Joseph (Mr), 21-Mar-1385,

—Boaoking Details
Date

Start Time
Appointment Status
Eocking Information

Comment

28-Jul-2017
15:20

Expected Duration | 1002 mins

'ON THE PHONE

v

6. Thestatusreverts to Booked or Arrived depending on the previous status:

26
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Appointment Information - KALGARRIFF, Joseph (Mr}, 21-Mar-1985,

—Booking Details

Eooking Information

Date  28-Jul-2017

Start Time 1520

Appointment Status
M THE PHOMNE

Expected Duration | 102 mins

Camment ‘

7. Select OK to confirm.

27
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