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Using Tasks in a Shared Care Setting

Most Tasks functionality is the same whether you are accessing your
practice's patients or you are working in a shared care setting.

The following functionality is specific to shared care access:

e Uploading Emis patients - In order to have access to all the Emis patient
data available within your shared care setting, you must upload it to
Vision 360.

oSee Uploading Patients from Emis to Vision 360 on page 5.

e Logging in - When you log in to Tasks, you have the option to select
your local practice or your shared care service.

oSee Logging in from Your Desktop on page 9.

See the following topics for the basic Tasks functionality:
e Creatfing a Task on page 12.
e Creating a Task from a Template on page 16.
e Processing a Task on page 21.
e Receiving and Allocating Cross Organisational Tasks on page 24.
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Uploading Patients from Emis to Vision 360

In order to have access to all the Emis patient data available within your
shared care setting, you must upload it to Vision 360. You should run an initial

upload and then a daily update.
To upload and update your patient list to Vision 360:

1. From your desktop, double click Patient Demographic Uploader

AT
EMIS Patient

Demograp...

2. The Vision - Patient Demographic Uploader and npm screens display:

==

:'!, Vision - Patient Demographics Uploader
Options  View

4, VISION Patient Demographics Uploader

plication window.
g and monitoring the folder for file chang
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3. Open Emis Web, if it is not already open and select Reporting -
Population Reporting:

@C - /cEFBTEEE Y

Reporting Modules

Population Reporting
Search and Reports

|
'é) Enquiry Manager '
E} Workflow : GPES and Local Reports ,
; FP34D Reports
j Internal Email  » FP234D Reports
: MIQUEST
B2 sopcintments » | £ MIQUEST
a Registration ’ g-- Batch Data Manager

== Batch Data Add and History
Bl V" § and ‘Manage Reporis

I’ Dispensing ’

if Reporting ,

Configuration »

4. Double click the INPS or Vision folder and the INPS/Vision — Patient
Report displays:
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New pnooty Woddlom [tems recerse
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= - IPS - - Paberts

-
[
-

Popsbtion Count % Last Run
728 294002019 Patect

[

- Select the INPS/Vision folder

=

= 1 and then select Run

=

Saarch Type Schedukd

- - Patients

G Descriphon
(insert your

i Pacent Posulabion
| Auhor
11 Last Run

Detas | Dettion | Age { Sex | Trand | Popeation Inchaded | Popetion Excladed

Complete list of NHS regular patients for the PMCF Hub
practice code between the two hypens in the title)

5

Run

5. Select Run




6. Once the report completes, select View Results Results .

Export
7. The INPS - Patients tab displays, select Export
8. The Export Report screen displays, select CSV:
Export Report X
Export format
Excel | @ CSV HTML PDF

Exclude report header
Replicate column headers
Override hidden patients where possible

[ ok ][ cancel |

9. Select OK.

10. The Save As screen displays, navigate to

C:\Vision\vision_upload\upload_files and double click on any existing
report in this folder to overwrite it.

11. The Confirm Save As screen displays, select Yes to confirm.

12.  The upload of your patient demographic starts. This takes
approximately 15 minutes to complete, you can view the process by
selecting Vision from your task bar, today's date, time and the response

code of Waiting should display, this updates to OK once successfully
completed:

Tasks
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[ Vacn - Patient Demcgraphics Uploader —
Optrons  View

°£- VISIOn Patient Demographics Uploader

Running

@ @

4. VISION Patient Demographics Uploader

Complete

e Vision - Patient Demographics Uploader o | B 'R

13. Once the upload successfully completes, you can close the Vision -

Patient Demographic Uploader and npm screens.

Once the file is exports the Vision Client automatically uploads it to the
cenftral system and processes your patient demographics.

4 Note - Emis can be used during the upload process as it
happens in the background.

0 Important - If a No connection to Vision message displays,
please contact the Cegedim Healthcare Solutions Helpdesk in the
usual way.
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Logging in from Your Desktop

If you are not a Vision 3 user, or you want to use Tasks in a shared care
setfting, to log in:

1. From your Windows desktop:

e Windows 10 - Select Start E - Tasks

e Windows 7 - Select Start L

2. The Vision login screen displays:

’

\ vision

A Cegedim Brand

Signing into England - Change

Enter your
Jeername < registered
- email address
n Er 1}1‘”{:}'\_,”" Pasciwword )
password > =
Sign in < Select to log in

3. Select Username and enter your registered email address.

FE

4. Select Password and enter your password, select View to display
your password as you type.

/ Note - Your Username and Password are setup when Tasks is
installed.

5. Now, select Sign in.




6. You must now select your role for this session:

«

FEDERATED PRACTITIONER ACCESS: Leeds and Dundee Federated Service

é

’
vISIONn

A Cegedim Brand

arow@test2.com
Please choose your role

V3 USER: Leeds

V3 USER: Dundee

7. Tasks displays with My tasks selected:

Avaiable
Views

Systemn
Managers
only

Select to add a new task

Tasks

Select to add a new
task from a template

Completed

(0) Outbox

Completed

0) Unassigned

All tasks
(0) Announcements
(0) Qutbox

Sent

() 'New task

v

Templates ¥

2 task(s) | Filter and Sort =4 T

Blood test due
GREEN, Al

2 days overdue

Missing notes
WHITE, Graham

2 days overdue

List of tasks, the tasks
displayed vary
depending on the view
you select
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/ Note - First fime you select Tasks you are asked to select your
country/health board. Simply select the appropriate response
from the available list and select Continue.

’

\ vision

A Cegedim Brand

Select your country / health board
Select your
England o country or
Health Board
England from the list
Wales

MNorthern Ireland
Scotland
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Creating a Task

Tasks can be created from:

Consultation Manager - Tasks
To add a fask:

1. From Consultation Manager L=20501Eten Manager] sgject the patient in the
usual way.

2. Select Tasks - Add New Task:

Tl LYo [ HEN

R =

Add Mews Task

wiew All | asks -
14 = 10 s =

I =11

3. Tasks automatically opens, the New Task screen displays and the
selected patient details populate automatically. If you want to select a
task template, you need to close the New Task screen, select Templates

Templates Vv .
and then select the appropriate template.




Reminders

Tasks

To add a task from a reminder in either Consultation Manager

H.'

¢la

Consultation Manager

or Appointments

Appointments

—
28
L

1. Simply right click on the reminder and select Add task.

W

Alexander ALAN 79 - 08/06/1938 (M)

Feminders:
1. |5 Meeds new maobile number recorded

Cancel
Delete
Edit

Add manual reminder

Add task

=

Task dekails

Close

Select Add task

2. Tasks automatically opens, the New Task screen displays and the

selected patient details populate automatically. If you want to select a

task template, you need to close the New Task screen, select Templates

Templates

b

and then select the appropriate template.




Tasks

Tasks itself

(#) New task

From any task screen within Tasks, select New task

The New Task screen displays:

RYAN, Dean (Master) Patient Details if
attached to a

Born 03-Nov-1992 (27y)  GenderMale CHI 0310850010 NHS 4111260195 "
Address 62, STRAWBERRY AVENUE, GARFORTH, LEEDS, 1525 1EE patient

New Task

From Richard Linden { Edit )

Selecta Recipient(s) Required
recipient or a >
group of
recipients
Subject Required Enter a name
< for the task
Description
Enter the >
action required 1000

Remove attached patient

Please note: you may not edit or delete attached patient links once they have been saved to a task
Write back clinical code Opﬂonql -
« Select a write
back code
Opﬂonql - Attachments
Select to add =P o aach
an attachment
- Category Due Date/Time o Required
C;plhor:n[ol - i e o Select a date or
elecra —p 24-Mar-2020 23:59 enter an offset
Category

D This task is sensitive D Urgent D Make urgent when overdue

D All recipients must complete

D Create another #—ﬁﬂm | Select to send




2. Complete as required:

Tasks

From (opftional) - If you are creating this task on behalf of a group of

staff you are a member of, select Edit and select the appropriate

group.

Recipient(s) - Select the recipient of this task, this can be one or more
individual members of staff, yourself to act as an aid memoir or a staff

group, simply start typing and a smart list displays to select from.

/ Note - You can select ALL USERS to send a task to every member

of staff.

Subject - Enter a short description of the task, up to 30 characters, this
appears in the My tasks list of the recipient.

Description - Enter a full description for the task, up to 1000 characters.

Attach patient (optional) - Select

Attach patient

to attach a patient:

e The Search for patients screen displays, type the patient name

(either in full or part), press return or select Search

Q

. Alist of

matching patients displays, select the patient required. Select

More Patient Info

More Patient Info =

information:

for further demographic

Hjones <

Type all or part of the patient
name and press enfer

<]

AMDERSON SMITH JONES, Emiltkatelouise Dundee

TI-May-1383 (36y) Permanent Moare Patient Info =
ASTOM-JONES, Vivienne Dundee

05-Mov-1953 (66y) Permanent Select the Mare Patient Info >
BRAESIDE, WOODACRE CRESCENT. BARDSE w— puﬂen’r required

ASTON-JONES, Vivienne Dundee from the list

21-Jan-1351 (65y) Permanent More Patient Info =
JONES DONOTTOUCH, Sccrspmc Dundee

15-bAZw- 18R] (R8N Bermanent More Batient Info

e Write back clinical code (only available if a patient is attached)
(optional) - Select a clinical code from the list available to write
back to the patient record when the task is completed.

Attachments (optional) - Select Altach

% Attach

fo add an

attachment to this task, see Adding Attachments for details.
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/ Note - There is a 2MB file limit for attachments.

o Category - Select from the pre-defined list, this facilitates the ability of
the recipient to filter tasks allocated to them.

 Duvue date/Time - Defaults to today's date. If required, select a date that

this task should be completed by, either selecting the Calendar %
and then a date or enter an offset time frame using the usual d=days,
w=weeks, m=months or y=years short hand, for example, 2d = 2 days.

o This task is sensitive - Tick to mark a task as sensitive, if selected only the
sender, recipients and system supervisors can see the full details of the
task.

o Important - Ensure you do not include sensitive data in the
Subject line as this may inadvertently be seen by unauthorised
staff.

e Urgent - Tick if this task should be marked as urgent. If Make this urgent
when overdue is already selected, this option is not available.

¢ Make this urgent when overdue - Tick if the priority of this task should
increase when overdue. If Urgent is already selected, this option is not
available.

e Allrecipients must complete (optional) - If this task is going to a group
of recipients, fick to request they all complete the task as opposed to
just one of them.

Create another - Tick to automatically start another new task when you
select Send.

3. Select Send to save and send the task.

4. A 'Task was sent successfully' message briefly displays at the bottom of your
screen.

/ Note - It is not possible to select a template from within the
New task screen. If you want to use a Task Template, close New

Templates v

task, select Templates and then select the

appropriate template.

Creating a Task from a Template

To facilitate the quick creation of regular tasks, you can use Task Templates.




From any Task screen, select Templates
2. Alist of templates displays (your template list is determined by the staff

Templates Vv

groups you are a member of and set up by your system manager).

@ New task Templates Vv
- Reauthorise Repeat
5 task(s) eauthorise Repea
Referral letter <
Home visit
Monday morning t... 27-
Book appointment
Book an appointm... 27- Community Referral
SREEVALSAN, Angelo (Mr.)
Task for today 27+ \ore.
TRAN, Tracey (Mrs.) _
GP Training 26-Feb-2018 =

Select the
template
required

3. Select the template you require and the New Task screen displays.
Depending on the template selected, different sections of the New Task

screen are completed, the rest should be completed in the usual way:

Tasks




New Task

Based on 'Make appointment' template

From Doctors ( Edit)

Recipient(s) Reguired
- Secretary X

Subject Required

Make appointrment for patient

Description

Please make an appointment for this patient

‘ Attach patient

Please note: you may not edit or delete attached patient links once they have been saved to a task

Attachments

‘ @ Attach

Category Due Date/Time o Required
@ Book Appointment 03-Apr-2020

I:I This task is sensitive Urgent I:I Make urgent when overdue

D All recipients must complete

D Create another ‘ Cancel

Depending
on the
template
selected,
different
sections
complete
automatically

Update
sections as
required and
then select
Send

4. Complete as required:

e From (optional) - If you are creating this task on behalf of a group of
staff you are a member of, select Edit and select the appropriate

group.

e Recipienti(s) - Select the recipient of this task, this can be one or more
individual members of staff, yourself to act as an aid memoir or a staff
group, simply start typing and a smart list displays to select from.

/ Note - You can select ALL USERS to send a task to every

member of staff.

e Subject - Enter a short description of the task, up to 30 characters, this

appears in the My tasks list of the recipient.

e Description - Enter a full description for the task, up to 1000 characters.

o Aftach patient (optional) - Select Attach patient

Attach patient

18
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e The Search for patients screen displays, type the patient name

Q

(either in full or part), press return or select Search . A list of
matching patients displays, select the patient required. Select

More Patient Info =

More Patient Info for further demographic
information:
_ < Type al or part of the patient X
Jones name and press enter
AMDERSOM SMITH JONES, Emiltkatelouise Dundee
T-May-1983 (36y) Permanent Maore Patient Info =
ASTON-JONES. Vivienne Dundee
05-MNaow-1953 (66y) Permanent Select the More Patient Info =
BERAESIDE, WOODACRE CRESCENT, BARDSEY, L. <— pqﬂen’[ requ[red
ASTON-JONES, Vivienne Dundee from the list
21-Jan-1351 (88y) Permanent More Patient Info =
JONES DONOTTOUCH, Scorspmic * Dundee
15-hAav-T361 (58] Permanent More Patient Info

Write back clinical code (only available if a patient is attached)
(optional) - Select a clinical code from the list available to write back
to the patient record when the task is completed.

) @ Attach
Attachments (optional) - Select Aftach fo add an

attachment to this task.

Category - Select from the pre-defined list, this facilitates the ability of
the recipient to filter tasks allocated to them.

Due Date/Time - Defaults to today's date. If required, select a date that

this task should be completed by, either selecting the Calendar %
and then a date or enter an offset time frame using the usual d=days,
w=weeks, m=months or y=years short hand, for example, 2d = 2 days.

This task is sensitive - Tick to mark a task as sensitive, if selected only the
sender, recipients and system supervisors can see the full details of the
task.

0 Important - Ensure you do not include sensitive data in the
Subject line as this may inadvertently be seen by unauthorised
staff.

Urgent - Tick if this task should be marked as urgent. If Make this urgent
when overdue is already selected, this option is not available.
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e Make this urgent when overdue - Tick if the priority of this task should
increase when overdue. If Urgent is already selected, this option is not
available.

e Allrecipients must complete (optional) - If this task is going to a group
of recipients, tick to request they all complete the task as opposed to
just one of them.

e Create another - Tick to automatically start another new task when you
select Send.

Send
5. Select Send - fo save and send the task.

6. If the template selected has Task should contain an attached patient
ticked and you do not attach a patient, the following warning message
displays:

Warning

The following entries are required:
Attached patient

Send task anyway Show me

7. Select Send task anyway to send regardless or Show me to select a
patient.

8. A 'Task was added successfully' message briefly displays at the bottom
of your screen.

20
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Processing a Task

To process a Task:

1. Open Tasks from:

=~

Tasks

e The Vision 3 front screen, select Tasks

e From your Windows desktop:
B
e Windows 10 - Select Start - Tasks

» Windows 7 - Select Start =
2. Your My tasks screen displays:

Select to add a new
task from a template

v

Select 1o add a new task

I (#) New task Templates ¥
Tasks
( Filter and Sort —
Dundee 2 taSk\S) —> v Y
Avaiable
views My tasks
Completed Blood test due 2 days overdue
GREEN, Al
Sent Tasks
— Missi t 2 days overdue
(D) Outbox issing notes 2 day
— WHITE, Graham
Completed
4 Rejected T
Deleted
System 70) Unassigned LISTC?_f T|C]S|(S,C;rhe tasks
Managers isplayed vary
only Al tasks depending on the view
you select
(0) Announcements
(0D Outbox
Sent

3. Select the task you wish to process and it displays in the right hand
pane.

21
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If the task is from a third party and has a patient from another practice
attached, you must record a legitimate relationship with that patient. A
message 'You must give a reason for viewing task details from other
clinics' displays, select from the list available and then select Confirm:

You must give a reason for viewing task details from other clinics

View locked info
Confirm

A

Select from the available list and
then select Confirm

5. The task now locks to prevent other users from trying to process it at the
same time:

Patient details if

DOBSON, Peter (Master)
attached to a
Born 02-Jun-1993 (26y) Gender Male CHI0205863310 NHS 4111129803 pqﬂenT
Red stripe Address THORNHEDGE, MILL LANE, BARDSEY, LEEDS, LS17 9AN
indicates the . -
task is Telephone Patient : Select to Edit,
urgent D ¢—] Category Reject, Delete or
Complete a task
Sent 09-Mar-2020 17:23
Due 18-Mar-2020 23:59
From Richard Linden
Select to
view any To Doctors
other ) . )
outstanding = info 1 other outstanding tasks associated with DOBSON, Peter (Master.)
; Atftachments if
tasks for this B How do | update my language preferences.docx B Test doc for tasks.doox <4
patient attached
Please call this patient re: Letter from Mr Smilth at Kings
Select to
Select ‘r_o start view and
or CC)I"ITII"IU(.? a - Conversation  Activity <4— record any
convers_cmon activity for
about this task this task
You: Doctors
Write @ message Send

22
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6. Process the task as required:

n other outstanding tasks associated with - Where n is the number of
other associated tasks, select to list other tasks for this patient .

B 002UK010.docx

Attachment - Select to view any attachments for

this task.

LT ]

Options - Select 1o :

Edit - Opens the original task to update or change the details, for
example, select another recipient.

Update
e Select Update - to save any changes. This should not be
used to record action taken, see Activity below for full details.

e Reject - To return the task to sender without actioning it. A
warning screen displays. Select a reason for audit purposes, if
you select Other, you have the opportunity to add a free text
reason for rejection. It is important you do not reject a task in
order to respond to it, use the Conversation tab. See
Conversations for full details. If a task is rejected there is currently
no option to resend without recreating it. Reject is not available
for self assigned tasks.

e Delete - To delete the task without actioning it. A warning screen
displays and a reason must be entered for audit purposes. Please
be aware, this action can be carried out by both the sender and
the recipient.

e Complete - To complete the task, and move it to your
Completed list.

/ Note - For clinical safety reasons, if a patient is attached to a
task, you cannot change or remove the patient. If a different
patient is required, you need to delete the task and add a new
task attached to the correct patient.

. . Conversation
Conversation - Select the Conversation tab tfo send a

message to the originator of this task, this works across organisations
too. Enter your message and select Send. See Conversations for full
details.

Activit
Activity - Select the Activity tab vy to record activity relating to

this task, enter your activity for example 'Called patient, no answer' and
select Update.

23
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Receiving and Allocating Cross Organisational
Tasks

Tasks from outside organisations are automatically received into the
Unassigned mailbox in Tasks:

\" 2 Bob Ash

(*) New task
Sundes 4 task(s)
My tasks
Completed Blood test due
JONES, Adrienne

Sent tasks
Reauthorise Md
JOMES, Adrienne

Remember Der

Phone Patient
WHITE, Anetta (M

Announcements
(0) Outbox

Sent

/ Note - The Unassigned mail box is only visible to users with
System Administrators rights.

To allocate a task received from another organisation:

1. From Tasks, select the Unassigned mailbox.
2. Select the task to allocate from the middle column, the details of the
task display to the right:

o If the task has a patient attached, the patient name displays but not
the detail of the task. To view the details, if required for allocation,
select areason for viewing the task details from the available list and

select Confirm:

24
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You must give a reason for viewing task details from other clinics

View locked info
Confirm

A

Select from the available list and
then select Confirm

e The task details display if a patient is not attached.

e If you need more details to allocate the task, you can use the
Conversation facility to ask the originator for more details:

Conversation  Activity

——

Select Conversation

Enter your query and then select
Send

You; Leeds and Dundee Federated Service

-

Forgot to say, this was arranged with the daughter

LL L]

3. Select Options and select either:

e Reject - To send the task back to the initiating organisation. You can
add areason in Conversation to clarify why you are rejecting the task.
The task is removed from the Unassigned mailbox.

e Forward - To select the member of staff within your practice to receive
this task.

® Pathology Review 17-Jul-2018 |

LY IP ibi 17-Jul-2018 Reject
nual Tresenbing : ! Select to forward to the

Forward correct recipient

4. The Forward Task screen displays, simply select the name of the staff
member or group to receive this task.

5. Then select Forward .

25
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Forward Task

Please select a recipient to forward this task to:

Jane Mars

Practice LIgar

m

L

B A
b A

Micky Neptune

Practice Liger

w Online Patient Messaging

Staff Group (3/3 available)

4 Note - Only one recipient (single staff member or group) can
be selected for a cross organisation task.

6. The task is removed from the Unassigned mailbox and displays in the
recipient's My tasks list in the usual way ready for processing.

Logging out of or Shutting down Tasks

It is vital that you understand the difference between 'logging out of' and
'shutting down' Tasks.

e Shut Down - Recommended - When you shut down Tasks, using Shut

Down &3 you are returned to your previous screen and Tasks closes.

¢ Log Out - When you log out of Tasks, using Log Out from the
bottom left corner of the Tasks screen, this takes you to the Vision
Admin sign in screen, to log back into Tasks, you need to enter your
recorded email and your usual Vision password.

To go back into Vision, simply select Vision - Live System

|| ' ¥ision - Live System

from the toolbar.

26
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Organisational Services

User accounts for Tasks in a shared care setting are managed in
Organisational Services which is part of the Vision 360 Clinical Portal.

The link and log in details were provided as part of your Tasks go live.
User management:

e Adding a Shared Care User on page 28.

e Resetting a Password for a Shared Care User on page 32.

e Unlocking a Shared Care User's Account on page 34.
Services

e For details on viewing and maintaining data sharing agreements
between organisations, see Service Overview

Audit Trail

e For details on viewing user and patient activity, see Tasks Audit and
Audit Viewer.

oSee Organisational Services Help Cenftre for full details.

27
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Adding a Shared Care User

In order to use Tasks in a shared care setting, you must be set up as a userin
Organisational Services and be added to the service required.

To create a user in Organisational Services and then add them to a service:
1. Open your browser and access the Vision 360 Clinical Portal using the

URL provided by Vision.

2. Login to the Vision 360 Clinical Portal by entering your user name and
password and then select Sign In.

Sign in with your Vision ID

debbie.cuthbert@inps net eesesaces N sonn |

3. From Please select a Role at a Service, select Systems Support Access
Role:

Please select a Role at a Service :

Systems Support Access Raole

ETE TN

4. The Vision 360 Clinical Portal home screen displays, select

L
[ 'Y ]
Organisational Services .

The Service Details screen displays.
6. Check to see if the user already exists, see Search for a User for details.

e If the user exists, you can simply add the service required, see Add a
User to a Service on page 31.

o If the user does not exist, they must be added, see Create a User in
Organisational Services on page 29.

Now complete the following as required:
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Create a User in Organisational Services

1. Open the Shared Care Service you want to add the user to, see Search
for Service for details.

9}

2. Select Create User —1 and the new Add User tab displays:

i%: NHS Vision Test = 7 *Add User *

Search for Users, Services or Shanng Agreements

*Details

User Name * | Joanne Smith@inps.net Address Line 1
Sumame * | Smith Address Line 2
ision Forename * | Joanne Address Line 3
Title | Miss - Address Line 4
Sex* Female - Address Line 5
Cisplay Name * | JSMITH Postcode
Short Name * | JSMIT )
Contact Information o=
Password” [saseseses I o= s = esrion
Pa?;;%rr'ée‘r [ SeSeIBBReS ] No records
Employer * | Shared Care Service| *
Department Professional Codes E
No records
Status M Active
Prescriber o
Number Select Save

to add e e e

3. Enter the new users details, items marked * are mandatory fields.

e The password must be a minimum of 6 characters and contain
characters from at least three of the following categories:

e Upper case

e lLower case

e Numbers

e Non-alphanumeric characters: ~l@#$%A*_-+=" | \(){}]:;".2/
e No spaces at the beginning or end of the password

e The password must not contain three or more consecutive
characters (case insensitive) from the user name, forename
or surname.

4. For clinicians we recommend you add any relevant Professional Codes,
for example a GMC code.
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Adding a Professional Codes

a) From Professional Codes, select Add

P

b) The Professional Codes screen displays:

Code Type * |
Code * |

[

Service |

0K

Cancel

[

Professional Codes

c) Complete asrequired:

e Code Type - Select the type of code to record
e Code - Enfer the code
e Service - Select from the list of services available for this user.

d) Select OK.

5. Select Save

Tasks
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Add a User to a Service

1. Open the Shared Care Service view, if you have just created the user, this is
still open at the top of your screen.

2. Select User Roles:

4% NHS Viston Test  » = JSMITH

; ™ = Roles & Business Activities
Detnils NHS Vision Test Vol  Adrole
Legitimate Rel. 9
Message Feed
Sharing With
Viewing
"User Roles 1 Blalg
Lizg|lz
Apps IR
r— -1
Prescriptions E % 5
e =
W ||
~ CRAIG, Steph... £[v [«
DAVIES, Gary T|+« [«
Select U;? HANLON, Arthur T [ v [«
Add M —
l joanne.smith| il
: SMITH, (Mis) Joanne, joannesmithlinps.net JSMITH AJ
T Enter the users
details, select
search and then
select them from
the list returned
=T T T T

3. Select Users Add....

Enter user's details in the search bar, and select Search

Select the user from the results.
The user is assigned to the shared care service.

N o O~

Tick next to the user's name under the appropriate heading, to allocate
their role.

/ Note - To remove rights from a user, simply untick the box.
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Resetting a Password for a Shared Care User

To reset a password for a shared care user:

1. Open your browser and access the Vision 360 Clinical Portal using the
URL provided by Cegedim Healthcare Solutions.

2. Login to the Vision 360 Clinical Portal by entering your user name and
password and select Sign In:

Sign in with your Vision 1D

eeseseene N swnl |
3. Select your Systems Support Access Role:

Please select a Role at a Service :

Systems Support Access Fole

4. Select Organisational Services

5. Inthe search box, type part of the locked user's name or email and select

~

e ¥
Search .
ats sysadmin
e Root Registrafion Authority Manager - SYSTEM
New Tab x New Tab x +
® BIRCH, (COr) Jane, jbirch@test2.com, Dr Jane Birch -

Type part of the
user's email or

user name re of
or em

® CRICHTON, (Dr) Jane, jcric12@hog.com, Jane Crichton
JONES, (Mrs) Jane, jjones21@hog.com, Jane Jones

© Locum, (Dr) Jane, janelocum@naechess.net, Jane Locum
g NORTH, (Dr) Jane, north@email.com, Jane North
© RECEPTIONIST, (Miss) Jane, jane reception@exangle org Jane Receptionict

Select from the list of more
available matches ne or 4

All matching results display, select the user required.
The Edit User screen displays with the Details tab selected.

In Password, enter a new password.

0o o N o

In Re-enter Password enter the new password again to confirm:
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| User Details Screen |

New Tab x *Jane North x +
. )
I B2
“Details User Name  north@email. com Address Line 1
Roles Sumname  North Address Line 2
Apps Ferename Jane Enter the new Address Line 3
e — Tite Dr password and Address Line 4
Sex The_n enter '_T Address Line 5
Display Name Jane North again fo verify Postcode
Short Name JNOR
Method = Details Description
Password * | S —
No records
Re-enter
e EET [ansasasend —
Employer
Department Code Type + Code
Valid from  09-Sep-2014 to No records
Status ¢ Active
Prescriber
Number
save Revert

10. Select Save.

Please Note - The following password validation rules apply when resetting
a user's password:

Minimum of 6 Characters

Contain Upper and Lower case Letters

Contain Numbers

Contain Non-alphanumeric symbols (for example & $ % etc)

Password from the last 5 passwords cannot be used

oSee Organisational Services Help Centre for full details.
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Unlocking a Shared Care User's Account

After three unsuccessful attempts at logging in, users are locked out of Vision
Anywhere and the locked out message displays:

To unlock a shared care user's account:

1. Open your browser and access the Vision V360 Clinical Portal using the
URL provided by the Vision Data Hub implementation team.

2. Login to the Clinical Portal Vision 360 by entering your user name and
password and select Sign In:

Sign in with your Vision 1D

debbie culhberi@inps net OO T

3. Select your Systems Support Access Role:

Please select a Role at a Service :

Systems Support Access Fole

ETTE T

)

5. Inthe search box, type part of the locked user's name or email and

4. Select Organisational Services

=N}

select Search

sysadmin

Root Registration Authority Manager - SYSTEM

New Tab ® New Tab ® +

BIRCH, (Dr} Jane, jbirch@test2.com, Dr Jane Birch Type pur’r Df The -
CRICHTON, (Dr} Jane, jcric12@hog.com, Jane Crichton USEF”S em{]” or
JOMES, (Mrs) Jane, jjones21@hog.com, Jane Jones uUser name o
LOCUM, (Or) Jane, janelocum@naechess.net, Jane Locum or em
NORTH, (Dr) Jane, north@email.com, Jane Morth

RECEPTIONIST, (Miss) Jane, jane reception@exargple org Jane Beceptionist

Select from the list of more
avdailable matches ne or

6. All matching results display, select the user required.
7. The Edit User screen displays with the Details tab selected.

8. The This account has been locked after three failed access attempts
message displays at the top of the Details screen:
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Detnlls This account has been locked after three falled access attempts Unlock
Roles e
a User Name jborS0@hog.com Address Line 1
i Surmame Borland Address Line 2
Vision 3 Forename Jim Address Line 3
Title Mr Address Line 4
Sex Address Line 5
Display Name Jim Borland Postcode
Short Name JBOR
Password * | sesn weote ____________ o
No records
Re-enter
Password *
Fmnlower

Select Unlock

Unlock
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