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Document Management Quick Start and
Shortcut Guide

For the attention of SystmOne users:

This document explains the basic Document Management functionality. It is highly advisable that
you read the in-detail Document Management Guide before you begin processing patient documents
as it contains step by step instructions on what to do.
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Organisation Preferences

To enable the new Document Management functionality a system administrator will need to go to
Setup > Users and Policy > Organisation Preferences > Enable Document Management. The
Document Management functionality will then be available under the Workflow menu (a SystmOne
restart is required to view this menu).
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Enter text to search cieal Enable Document Management
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You can then turn on the Organisation Preference for OCR (Optical Character Recognition). To do
this go to Setup > Users and Policy > Organisation Preferences > Scanning > OCR Processing and tick
the box that says ‘Use OCR when processing documents’.
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Scanner Setup

To setup your scanner go to Workflow > Document Management > Acquired Documents > Settings >
Scanner & Location > New Device.

SystmOne Gate GP:
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# OCR Processing Scanners and Image Source:
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2 et
o Delete Device
# Scanners & Location
a Device [ Last Read Images
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Scanning device type @ Scan images directly from & scanner
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Choose a name for your scanning device and in the drop down bar select the scanner that is
attached to your computer and click OK.
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OCR Rules

OCR can pick up Read codes from a scanned letter. In order for this to work you will need to set up

rules, which will match a word to an associated Read code, e.g. “If you see this word, offer this
Read code as a suggestion”.

To do this go to Setup > Data Entry > Scanning Rules > New.
Enter a name for your rule, create a new category for it to sit in.

¥ SystmOne Gateway GP: Robyn Brooke at Shelton Gp Services - Sca - EE=
Patient Appointments Reporting Audit Setup Links Clinical Tools Workflow User System Help TPP (Office Dev)

il ¥ [ 818 S ¢ R
Search Discard Save Record Details Today Next Acute

)]3S () [ )2 (e ) ) () () () () (1] 0] (][ @]
® Al Rules (5) Ruls name T | Koy phrases Require all phrases | output Created by Created on
® My Rules (3) Asthma Asthma Severe asthma (BE3V3) Rabyn Brooke 288ep201012:31 =~
s Asthma H33 asthma L Asthma (H33.) Claire Parry 03 Dec 2010 1B:18
o 1
{1 Disgrasis (1) o Cardias I == Robyn Brooke 28 8ep 2010 12:30
0 Head {1} Head, Neckand Arm— Head PPing Miss Lisa Barr 03 Dec 2010 12:20
1 Heart (1) N Disch
ame:
3 Lunas () ischarge )
Repair Repair Cateqory Diagnosis - il (TH434) Robyn Brooke 07 Jan 2011 10031
Type Read code -

Key phrases

[ ] Require ol phrases

| [Phrase
Discharge -

Output

Discharged frarm hospital il

If multiple output codes are entered for this rule, manual selection will be reguired for
the appropriate code(s) to be added fo the record when processing a document.

£ Rules

Zl[lo 0o oo o [ooEEE (o oo [FHM®EE DBl 0344

Next to the Phrase dialog, click on the plus button and enter the word or phrase that you want OCR
to look for in a scanned letter (e.g. Discharge).

Under Output click on the Read code button, which will launch the Read code browser, and then
search for a Read code that you want OCR to match to the phrase above (e.g. 8HE.. Discharged

from hospital). You can enter up to 4 phrases in the Phrase field and up to 50 Read codes on the
Output field.

If you tick the box that says ‘Requires all phrases’, any phrases that you have entered must all be
present in the scanned letter in order for the Read code to be suggested.
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OCR Downloading

If this is the first time you have used Document Management, the OCR software will need to
download to your computer.

Question

Your unit is currently set up to use OCR when processing documents.
In arder to use DCR you must download a software update first
Do you want to download this now?

The ‘loading’ bar will display clearly on the Acquired Documents screen and will take a few minutes
to complete. You can hide the OCR download by selecting Hide, this will allow you to continue
working.

- SystmOne GP: Rabyn Brooke at Shelton Gp Services - Home

Patierlt  Appointments Reporting Audt Setup Links Clinical Tooks  Workflow  User  System  Help

NEIRNRDERIRLE

Record Detais Toda Next Arute

R e ) @] &8

OCR download

Dowinloading OCR software. .

Information

@ QCR download completed.
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Processing a document

If you want to process a document to file to a patient record then you can either click the “‘Process
the selected document as a patient document’ icons or use the right click option to Process Patient

Document.
[ systmOne Gateway fof =]

Patient Appointmerts Reporting Audit Setup Links Clinical Tools Workflow User System Help

AR
Search Discard Save Record || Details Next Acute

COONGEECRO D W
o] e |

— Custom— - |
Batch |RB-11/0812011 14:32- Morning Bate.. ~ P8I {F hd  owner |Robyn Brooke =< 22 ! :
drop o re 10 Impar
[ Restrict to my batches ¥

£ss Patient D
Our Ref PART182
Process Patient Dacument (no OCR) The Phaenix Hos pital
Duplicate Document Tray Read

Leads
File In Document Library LS1BSTN
Tel. 0113 2050080

Print Fau 01132050082
Delete Page
Dr Sanders
i Rotate Right 1 Qakworn Road,
Keighley,
R L West Yorkshire.
Move to Anather Batch BD21 1SA
Officz Mode Options » 27 Sep 2010
Dear SirMadam =

Re. Mr George Parr  NHS Number : 922 364 4399 D.O.B. 06 Oct 1983
130 Sandymount Road, Wath-Upon-Dearne, Rotherham $83 TAE

M Parr was racently discharged from The Phioenix Hospital following a 7 day stay in hospital which has now
concluded. | have attached all the relevant informalicn from the patients stay, if you require any further
information please contact me

Discharge Date: 27th September 2010 Corretc date?

Consultant. Dr Alfred Gilbert

Beascn For Admission

Treatment Primary repair of tandon using grat

Diagnosis Injury of Achilles tendon

TTO Medication

Drug Instructions Number of Days  Additional Information
Tramadol S0mg capsules  lake 1 or 2 as directed 15

Yours Sincarly

« -

r
| 1 Document (1 page)
[ search features ~[[fc o000 [Hoo@BEIEEEo oo D o s [H][% (&) w6 |

You will then be taken to the Scanned Document Update screen.

The Scanned Document Update screen displays the results from the OCR and the rules you have
previously set via the Scanning Rules screen. These results are shown on the left side of the screen.

OCR will attempt to match the following on this screen;

1. Match the patient in the letter to a record on SystmOne using their NHS number, date of
birth and surname.

2. Match the letter details to any Letter Rules that have been previously set up in Scanning
Rules. You have the option in the panel below to mark the letter as either Clinically
Relevant or Admin Event. This will then display in the New Journal.
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Match the sender details from your Address Book; this will need to be kept up to date in
order for the functionality to work to its full potential. OCR will also attempt to match the
recipient details from the F4 Directory.

Match the Read codes to the OCR Rules set up previously in Setup > Data Entry > Scanning
Rules. You can remove a Read code by deselecting the box at the bottom of the screen.

Using the tool bar at the bottom of the screen you can annotate, highlight and add stamps which
were created in Organisation Preferences, to the scan.

¥ Scanned Document Update

[ 5
=
(2 Patient
Mr George Farr
MHS Number: 9223644399
Born: 06 Oct 1983 ‘ ’

57 Queens Crescent, Lincoln, LN1 1LR
Qur Ref. PAR7192
Letter Details The Phoenix Hospital
Clinic Letter Troy Road
Incoming - 04 Mar 2011 Leeds
LS18 5TN
I Tel. 0113 2050080
F 1132050082
The Phoenix Hospital X 011320 L
Troy Road, Horsforth, Leeds LS18 5T Dr Sanders 3
Sanders
By Recipient Address 1 Qakworth Road
Dr Lucy Sanders Keighley,
Shelton Gp Services West Yorkshire,
Shelton Primary Care Ctr, 1 Oakworth Road, Keighley BD21 184 BD211SA
R Read Codes
2 Read codes selected a7 Sep 2010
Dear SirMadam
Re. Mr George Parr NHS Number : 922 364 4399 D.O.B. 06 Oct 1983
130 Sandymount Road, Wath-Upon-Dearne, Rotherham S63 TAE L4
<5 Previous Next =3
Read Codes
Sel...[ Code [ Description | Mr Parr was recently discharged from The Phoenix Hospital following a 7 day stay in hospital which has now
BHE Discharged from haspital - concluded. | have attached all the relevant information from the patients stay, if you require any further
TH420 Repair oftendo achilles information please contact me
Discharge Date: 27th September 2010
Consultant: Dr Alfred Gilbert
Reason For Admission
Type
Treatment Primary repair of tendon using graft
Diagnosis Injury of Achilles tendon
2Read codes [2]] [7] Show infa [Z] Show annatations

Once you have added all the information you require select the Confirm button.

By selecting confirm, you are confirming that you are happy with the following:

1. Sender and recipient addresses
2. Layout - e.g. quality and positioning of the scan

These details, with the exception of the Read Codes, will then be saved to the patient record into

the Communication and Letters node so they must be correct. You will be able to add or alter Read
Codes at a later stage.

© TPP 2011 - All Rights Reserved Page 7 of 15
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After pressing Confirm, you will be automatically taken to the second Scanned Document Update
screen.

This screen gives you the option to do the following:

. Add Read codes
. Add problems
. Link to referrals
. Add notes (these notes will go into the New Journal)
. Record an activity
. Send a task
. Run OCR again manually on the document (this applies if the member of staff who originally
processed the document was restricted to Read code formularies)
8. Assign a flag to indicate the importance.

\ICD(J'I-hCA)l\)H

" Scanned Document Update E=Slal >
PARR, George (Mr) Bom 06.0ct 1983 (27y) Gender Male NHS No 922 364 4399
Address 5T Queens Crescent, Lincoln LN ... Phone and email Unknown /N Allergies not recorded =

DREE=E e el 5

Our Ret PART192

IE‘Snan Action The Phoenix Hospital
Save to complete later Troy Road
Leeds -

Dncumem Summary
Letter Type: Clinic Letter
Date: 04 Mar 2011

LS185TN
Tel 0113 2050080
Fax 01132050082

KRB 18 Aug 2011 08:52

Sender: Dr Alfred Gilhert, The Phoenix Hospital

Dr Sanders

Recipient Dr Lucy Sanders, Shelton Gp Services 1 Qakworth Road,

Kaighley
Noflag set ‘West Yorkshire.

BD21 15A

R Read Code

Discharged from hospital (SHE..) 27 Sep 2010

R Read Code Dear SirMadam

Repair oftendo achilles (TH420)

Ree. Mr George Parr NHS Number : 922 364 4398 D.O.B. 06 Oct 1883
130 Sandymount Road, Wath-Upon-Dearne, Rotherham S63 TAE

n

M Parr was recantly discharged from The Phoenix Hospital following a 7 day stay in hospital which has now
concluded. | have attached all the relevant information from the patients stay, if you require any further
information please contact me.

Discharge Date 27th September 2010
Consultant: Dr Atfred Gilbert

Reason For Admission
Type Coding
Treatment Primary repair of tendon using graft
PEr— Next =5 Diagnosis Injury of Achilles tendon

Scan Action I
TTO Medication:

Drug

@ Complete Later () Forward  (0) Complete

Instructions Number of Days  Additional information
Supplied

Tramadol 50mg capsules  take 1 or 2 as directed 15

Yours Sincerly

[Pz 2]

[] Show infa [¥] Show annatations

What to do next:

Click on Scan Action at the top of the screen.

Scan Action
Save to complete later

Commercial in Confidence
All patient data is fictitious

Page 8 of 15

© TPP 2011 - All Rights Reserved



Y |
tpp

SystmOne PDF guides are correct at the date of writing.

If you have selected a User Preference the Scan Action will be defaulted to the preference you
have chosen. If you have not selected a particular User Preference then it will default to Complete
Later. In either case you can change the Scan Action manually.

Under Scan Action you have the following options:

Scan Action

i@ Complete Later () Forward () Complete

1. Complete Later - By choosing Complete Later you are saving the work you have. You can pick it
up again on the Documents Inbox screen.

2. Forward - Forwarding the scan give you the ability to pass it along to another member of staff to
work on. That staff member can then view the document from their Documents Inbox.

3. Complete - Completing the scan means that all the problems, Read codes and notes etc will be
filed to the patient record in the New Journal. You can also send a task at this point by using the
Send Task button at the top of the screen.

AL AR RIAL AR R
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Viewing scanned documents in the Patient Record

After marking the document as Complete, all the details entered will be filed to the patient record.
The scanned document can be viewed by right clicking on the letter image in the New Journal.

" SystmOne Gateway GP: Robyn [E=nra
Patienit Appointments Reporting Audt Setup Links Clinical Tooks Workflow User Syst
q % O @, Mr George Parry 06 Oct 1983 (27 v M
3, Queens Crescent, Lincain, LM1 1LR
search Details et
922 364 4399 Applied
(e ) ) ) ) e [ 2] ) ) P
[start Consutation | [next Event | [Event Detals | [Patholagy | [Aute-Consutation | &
Clinical | Administrative [& | New Journal B
B o (@) [roe] [ ][@) (W) s R ] .
[j..q Problems (1) Sun 07 Feb 1993 |Surgeny: Robyn Brooke (Consultant) KQ) S
.. Surnmary B Faily Hiskory RE Low hack strain (tavm#A)
S
@ Quick Glance Mon 02 Aug 2010 |Surgery: Robyn Brt!nke (Cong o ) o) GG (iha 3
3 New Jaumal RE Achilles degeneration (N22y [Frp—— e S T
g Read Code Tournd Thu 06 Jan 2011 | ** Care started at Shelt; P ST it 57 tamtrs v e 181 e s et Unkewsesn A Mgt 2]
Thu 06 Jan 2011 |11:43 - Surgery: Rol c 27Sw 2010 -
B medication RE “iAcceptante ) i S o SuMadarn
M Repeat Templates Ficument e e
. B e ey Ree. Mr Grorgs Parr NS Number :922 364 4399 D.O.B. 08 Oct 1983
- Vaccinations LiPastpfme Address: 3 Queens Frummime TAE
-3 Communications Fri07 Jan 2 Sur; Robyn Brooke (Consultar| R rswcose ) Q q
W] Recals RE I=|Clinic Lefterta Dr Lucy Sanders g wuco = o Teaysier i
~ 11 Reminders Fri07Jan 2011 |Surgery. Robyn Brooke (Congultar tre e xies gras et re: the pasents siay.if ny hurther Q q
rfom ason piease waiact e
By Sensitivies & Alergies REB Discharged from hospital (BHE..) {awe
Primary repair of tencon using gra 200
Pathalogy Report: [ —— —
-l Pathology Reports Sprain - Achilles tendan (Y8253) ([ B 07 Mar 2011 1646
J] Wumeric Resules Fri 07 Jan 2011 |12:02- Surgery Robyn Bracke (G
Ml Wew Cause of Death RE ALow back sirain (<a7ma) - s
B Letters (2) &achilles degeneralion (N22yM) Dagrosis njury of Achiles tendon
[-457 Communications & Letters (2) Fri07Jan 2011 [13:15- Surgery, Robyn Brooke (C =
T10 Meascaton
- Referrals RE
- Number of Days  Adationl information
Medication Chart — — g Vatructions ter e
Lt Dt Tramadsi S0mg capsules ke 1 52 aa drecied
| 4 0 9| Yours Sioerly
| suppestons
|l q
7 Dr Afrea Giben
i Orhopandic Sugean
| s =
= 1z
| -
E ¥ o et
9 Journal Entries (1 Selected)
“l[lfio o 00 o oo @BEEEIE- o o [FH*GE B 1316

The document can also be viewed from the Communication and Letters node by right clicking and
selecting View letter. On this right click you also have the option to save the letter to your

computer.

- -
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In the New Journal you will be able to see who has entered specific information to the scanned
document such as Read codes, Problems and who has filed the completed scan to the Patient
Record. This is detailed below.

Entered By This will always show who filed the completed scan. i.e. the person who is responsible
for the information appearing in the record (not necessarily the person who recorded the
information).

Event Done By This shows the staff member who has recorded the information contained in the
consultation. i.e. the person who used the Document Management functionality to add the Read
codes.

Initials The initials that appear for any consultation created when an image is processed and
subsequently completed, will always show the initials of user who initially confirmed the letter to
the record.

¥ SystmOne GP: Laura Mackintosh at
Patient Appointments Reporting Audit Setup  Links Clinical Tools  ‘Warkflow  User  System Help

QI E ’T\Wm

Search Task

2B lee)(e) ) () ) (2 )

’Start Consultation] ’Next Event] ’Event Details] [Pathology] lDrawing] lnuto—ConsuItation] ’Settings]

@

Discard Save

(s [

New Journal

| | Dl | :Customﬁ'rter

Clinical | Administrative|

----- 8 Patient Home

v| | Search

[]---W Problems (1)
..... Summary & Family Histary
[+ Quick Glance

Sun 07 Feb 1998
RE
Mon 02 Aug 2010

Surgery: Robyn Brooke (Consultant)
Loy hack strain £avma)
Surgery. Robyn Brooke (Consultant)

RE
Thu 06 Jan 2011
Thu 06 Jan 2011
RE

----- ﬂ Mew Journal

----- Q Read Code Journal 10)
----- E Medication

----- ff Repeat Templates

----- # Maccinations

E-Ch Communications Mon 10 .Jan 2011

----- 6= Recalls RB
----- 11 Reminders A
----- By Sensitivities & Allzrgies <| Rl
&-JJll Patholoay Reports
----- i rdumeric Resuls
----- . Mew Cause of Death
v
Initials

© TPP 2011 - All Rights Reserved

Achilles deganeration (k2 2yH)

** Care started at Shelton Gp Services (Applied) **

11:43 - Surgery: Robyn Brooke (Consultant)

sacceptance Flag Acceptance

{}Current Home Address: 3 Gueens Crescent, Lincaln LMW1 1LR
{}Past Home Address: 3 Gueens Crescent, Lincoln LM LR
Surgery: Robyn Broaoke (Consultant)

Elclini Sanders
suradly: Robyn Braoke (Qher Community Health ServicaEntered By Laura Mackintosh )

Dischar al (BHE..) {Ongaoing Episode)
Sprain - Achilleg tendon (Y8253) (Ongoing Episode)
Prirmary repair of tendon using graft (TH434)

Please canyoufheck the highlighted dose.

4=Referral In fof Day Therapy Unit Brian House Inactive

v
Event done by

\/
Entered By

ALAL A
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Keyboard Shortcuts
(Ctrl+C) - will copy your image.

(Ctrl+V) - will paste your image into the selected area.
(Ctrl+A) - will highlight all the documents in the batch.
(Ctrl+Enter) - will process the patient document from the Acquired Documents screen.

(Shift+ up arrow/down arrow) - Move up and down though the sections on the Scanned Document
Update screen.

(Ctrl+N) - will take you back to Acquired Documents screen.

(AIt+R) - will add a Read code to the document on the Scanned Document Update screen.
(Alt+P) - will add a problem to the document on the Scanned Document Update screen.

(Alt+F) - will add a link to a referral to the document on the Scanned Document Update screen.
(AIt+N) - will add a note to the document on the Scanned Document Update screen.

(Alt+A) - will add activity details to the document on the Scanned Document Update screen.
(Alt+Z) - will prompt OCR to ‘read’ the document.

(tab) - will move the cursor around the screen.

AL AR RIAL AR R
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FAQs

Q: OCR is quite slow, what can | do?

A: OCR is a separate piece of software which is integrated into SystmOne. Providing you have set up
OCR rules, have an organised Address Book and the letter is scanned in correctly, OCR will be
accurate. However, some documents will take slightly longer than others due to their size and
content, and the first page will always take the longest especially if it is detailed. TPP also have to
consider speed vs. quality when developing OCR as you cannot add without taking away.

Network speed can be a contributing factor to the speed of OCR. You can contact your Local IT
service desk and ask them to investigate the cause of the network slowness.

There is an Organisation Preference which will allow you to stop OCR if it takes longer than X
seconds. This may be useful if you have a large document and only want the first few pages
processed with OCR.

Q: When scanning | receive an error message saying, ““'you cannot scan more images until the
previous batch finishes”. What does this mean?

A: This indicates that your scanner drivers need updating. You will need to contact your Local IT
service desk and ask them to update the scanner drivers.

Q: Why can’t | process my batch on the Acquired Documents screen, everything is greyed out?

A: You need to be the batch owner in order to work on a document. To do this you either need to
assign yourself as the batch owner when the document is scanned in or you can assign yourself as
the owner from the Acquired Documents screen using the down arrow.

Q: Where’s my document? It’s not in the patient record.

A: The most common cause of ‘lost” documents is that the Scan Action on the Scanned Document
Update screen has been set to Complete Later. This means that your document will still be assigned
to you and can be found in the Document Inbox. You can also search on deleted, completed scans
and by all staff members to widen your search.

Q: Where are the notes | entered during the workflow?

A: There are 2 types of notes on the Scanned Document Update screen. The first is a note which
will display in the New Journal. This can be added using the notes icon located in between the
referral and activity icon. The second is a forwarding note which will display on the Documents

AL AR RIAL AR A
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Inbox in the Notes column. This can be added when you choose to forward the document to another
staff member and add your forwarding notes in the space below their name.

Q: How do | add more letter types to for Document Management?

A: Letter types are a configurable list. You will need to contact your Organisation Group owner and
ask them to create the new option you would like. You can find out who your Organisation Group
owner is by going to the Organisation Groups screen, tick the box which says, ‘Only show groups
this organisation has joined’ and then look for the field called ‘Group Owner’.

Q: Is there an audit for Document Management?

A: Yes, there are a number of small audits which will tell you what has been done during the
workflow and completion of the document.

The Document Search/Document Inbox screen - By using the ‘View Updates for Document’ right
click option you will have a clear audit of who has been forwarded the scan, at what date time and
with any forwarding notes.

Patient record - When you view the letter from the patient record and tick the “‘View Info’ box on
the bottom right of the screen you will be shown who has annotated the document along with the
date and time.

New Journal consultation - ‘Entered By’ will always show who filed the completed scan, i.e. the
person who is responsible for the information appearing in the record (not necessarily the person
who recorded the information).

‘Event Done By’ shows the staff member who has recorded the information contained in the
consultation, i.e. the person who used the Document Management functionality to add the Read
codes.

Initials - The initials that appear for any consultation created when an image is processed and
subsequently completed, will always show the initials of user who initially confirmed the letter to
the record.

Q: Some of my scans haven’t uploaded to the server yet. What can | do?

A: The most common cause for stuck images is that the gateway PC has changed since the image
was scanned in, it is very important that you allocate just one PC as your gateway.

The PC which was the gateway at the time the image was scanned will need to be restarted so that
the image is drip fed to the server. To find this out you will need to do a little detective work:

1) Go to the Uploading Document screen and find the date and time that batch was created;
2) Go to the User Logins screen and run the report for the batch date,
3) Order the column for ‘gateway client’ so that the ticks are together,
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SystmOne PDF guides are correct at the date of writing.

4) Now match the date and time the batch was scanned to the gateway PC during that same
time period.

5) Make a note of the PC ID and the staff member who was logged onto it that day,

6) Now you have to find out which PC that staff member was logged onto (pressing shift + F12
on the keyboard in SystmOne will display the PC ID).

7) Restart that PC as the gateway until the image has been fully saved to the server but don’t
forget to return to the usual gateway PC afterwards.
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