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Document Management Set Up Guide

For the attention of SystmOne users:
This document explains how to setup the Document Management functionality.
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Organisation Preferences Setup - Enabling Document Management

In order to enable the new Document Management functionality a System Administrator
will need to go to Setup > Users and Policy > Organisation Preferences > Scanning >
Document Processing > Enable Document Management. The Document Management
functionality will then be available under the Workflow menu; you will need to restart in
order to view the new functionality.
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-] Clirical Falicy T Use the document management module for received out of hours report tasks and hospital letter tasks
& Contact Tracking Default letter type for out of hours report tasks -
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Default letter type for hospital letter tasks -
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- Email Auto Forward Recipients
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----- 4 Map of Medicine
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O Panic Button
-, Pathology [7] Registered GP
# Abbreviations [ senior Partner
- SMS

‘- # Staff Matching
----- # Pathways [ Edit Stamps ]

=[] Prescribing Use defautt stamp [ Edlit defautt stamp ]
B Registration

== Scanning
# Palicy Choose location on page of default stamp
- # Task Creation .
- # OCR Processing
# Flags
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If possible the following farwarding recipients will be added to the scan action after the document has been
matched to a patient and the match confirmed.

[ usual GP

[ scan Recipient

m

Restore Defaults ] [ Cancel ]

On this screen you have the following options;

1. ‘Use the Document Management module for received out of hours tasks and
hospital letter tasks’ - This means that when you action one of the tasks it will
appear in either the “‘Electronic Documents’ or the “‘Out of Hours Reports’ batch on
the Acquired Document screen.

2. ‘Default letter type for hospital letter tasks and out of hours report tasks’ - You
can create your own letter types so that when you process the hospital letter task,
the type is automatically displayed in the letter details section. You can add new
letter types by selecting ‘Configure List’ from the bottom of the drop down list.
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3. Set a Default recipient for your organisation using the drop down bar at the top of
the screen. This can be set to a specific staff member, Registered GP, Senior
Partner or Usual GP for the patient. This becomes relevant when you are
processing a scan; you will be able to click a button, which will enter your default
recipient as the sender or recipient of the scan.

4. Select “‘Auto Forward Recipients’. Auto Forward Recipients can be selected so OCR
will attempt to automatically select the recipient and forward the scan to them.
E.g. A letter is addressed to Dr Smith who is the patient’s usual GP, OCR will
detect this and select Dr Smith as someone to forward the scan onto.

5. Create organisation stamps. Stamps can be used to automatically put
administration information, such as the date and time onto a scanned letter as an
annotation. You can create a default stamp which will be used by everyone who
scans at the unit. You can also choose the location on the scanned letter where the
default stamp should display using the stamp location buttons.

To set this up click on Edit Stamps and select the [+ button.

[ Edit Stamps -~y e P ﬁ1
(=)

Annotation Text Colour | Text Size |

[ %" Text Annotation @1
see 14 v coow [
[ Name ] [ Initials ] [ Date ] [ Time

<initials> =<date= =time=|

Cancel

You will see the Text Annotation dialog where you can select which stamps you want to
use. When you process a document, the stamps that you have chosen will be available on
the annotation tool bar at the bottom and the default stamp will display automatically on
the scanned letter.
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Organisation Preferences Setup

In order for your document to undergo the automatic matching for patient, address
details, letter type and date and Read codes you will need to turn on the Organisation
Preference for OCR (Optical Character Recognition). OCR is a new piece of functionality
which reads the scanned document and attempts to automatically populate the
information into the correct fields. This will save you time when processing a document.

1. To turn on OCR go to Setup > Users and Policy > Organisation Preferences >
Scanning > OCR Processing and tick the box that says Use OCR when processing

documents.
" Organisation Preferences — L . a [éj
m Use OCR when processing documents >
..... = TICRS (Spine) | [C] Stop OCRIf R takes langer than seconds |Setting the timeout will cause OCR to stop if it has not yet

finished after this amount of time.
i i
NHS.mall I SMS Setup Ifthe OCR does timeout for a page, no information from OCR
€ Panic Button will be available for that page.
Ellt[l Pathology
@ Abbreviations

Recipients to match to via OCR

- # SMS Match to lgnore
‘- # Staff Matching Name | Name
Dr Cat Abbott - Mr Dan Adams -
----- # Pathways
y Amy Accred Mr Mehfuzur Rehman

B[] Prescribing Bishop Beth Adams (Accountant)
&1 Registration Bishop Beth Adams (GF Locum)
E-E% Scanning Mr Ada Addingham % i

Lo Policy 303 Rows (0 Selected) 2 Rows (0 Selected)

-~ # Task Creation

-~ # Document Processing

i~ # [DCR Processing

Schools

{% Subject Access Reguests
-y SystmOnline

[:I-" Tasks

100 To0| Bars

----- 0 Urgent Care ReportsDischarges
----- # User Groups

----- lﬁl User Profiles

- {fh Visits

--gi=| Waiting Lists -

m

2. If you have a particularly long document but you only want the first few pages to
be processed using OCR you can enable the timeout feature that will stop OCR
looking at the rest of the document after the specified time.

3. There is a preference to decide which staff members OCR should ignore when
attempting to match to a recipient and this has been added to allow users to stop
specific staff members from being suggested. This may be required in the case of
two members of staff at one organisation having the same surname and only one of
them is likely to be a document recipient. To set this preference, select the
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member of staff you want OCR to ignore and move them into the Ignore section.
This will mean that OCR will never pick up that person’s name from a scanned
document.

4. You can configure the names of flags which are to be used in Document
Management and can be assigned during the workflow process on the Second
Document Update screen and the Documents Inbox. Flags can be used to flag
important letters or letters that need something specific flagged against them.

LN

" Organisation Preferences

Enter bext to search Flag Colour  Flag Text

| :ﬂ;“ “| ¥ Red Important
----- # Home Screen Vo vellow | General
----- ¥4 Map of Medicine ¥ Green
----- # Multiple Clients
..... % HCRS (Spine) ¥ EBlue admin
-1 NHSmail | SM3 Setup ¥ Cyan
0 Panic Butkan
= bl Pathology ¥ Purple  Purple
# Abbreviations Y Elack EBlack
I oo SMS

I i Staff Matching
----- # Pathways %" Pink Firk
I:I--- Prescribing

=-{_] Registration

[=]-7=% Scanning

# Palicy

# Task Creation

# Document Processing
# OCR Processing

# Flags

Il B schoals

@ Subject Access Requests —
-4y Systmonline

[ Tasks

00 Tog) Bars -

Less urgent

Cyan

V" Orange  |Orange

m

Restare Defaults ] [ Ok ] [ Cancel ]

=,
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d -
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User Preference Setup

To set your User Preferences for Document Management, go to User > User Preferences >
Scanning > Document Processing.

1! Remincer
e Wiewing & Inbox
(-] Patient Record

Acquired Documents display -@- Thumbnails
) lcons

When viewing from the patient record, minimize the details pane

-
¥ User Preferences 0 — . Y r - ~ I.é]
|:| Always clear last patient search when patient search dialog is displayed
|:| Use current date for letters if not detected by OCR
€13 Appointments - o — -
_____ @ Bookmarked URLS Default communication type Clinic Letter -
! Highlight Annotations Text Annotations
----- Changes
E Colours Default colour j Default colour -L|
..... ‘ Dat r ~
&S Default wicth I] Default size i -
<.‘-ﬁ Dispensing . -
- Email Activity Defaults
----- # Forwarding Recipients Contact with Mursing Staff =
&1 Home Screen Type Home follow up visit -
& Logging On Methad o Text -
----- # Miscelansous - - )
-] Mavigation Cortact @ Clinically relevant () Admin event
""" (] Notifications = | -Document Management
EIM Pathology r 1
Default Scan Action Complete Later -
i @ Filing . .

I:I--- Prescribing

----- # Record Summaries

-5 RTF Output

== Scanning

# General

I:I--- Tasks

‘ URLs & Programs -

[ Copy From Another User ] [ Restore Defaults ]

On this screen you have the following options;

1. You can select to always clear the last patient search when the patient search

dialog is displayed; this means that if you search for a patient the last patient you
retrieved will not show.

2. You can select to always use the current date for scanned letters if a letter date is
not detected by OCR.

3. You are able to set your default communication type for scans from the drop down
bar, if you leave this blank then you will be asked to pick a letter type later when
you process the document. If you choose a default communication type then it will
be used when you process your scan and you will not receive any validation asking
if it is correct. The communication types can be configured by your Organisation
Group owner. If you have set up Letter type rules from the Scanning rules screen,
they will take precedence over any communication types you set here.
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4. You can change your highlight and text annotation colours and set your Activity
defaults which you can use during the workflow process later.

5. You can set your Default Scan Action from the drop down bar which gives you a
choice of Forward, Complete or Complete Later, this allows you to default your
Scan Action to what you will do most often.

6. You have the option to choose how you want to display your scans on the Acquired
Document screen; thumbnails or icons. Thumbnails will be larger and will display
the letter itself, whereas the icon is smaller and will not show the letter.

7. There is a tick box that will allow you to decide how you want to view scanned
letters from the patient record. If you tick the box, when you view the letter from
the patient’s record you will see the letter with the details pane minimised (but
you will be able to view the pane by clicking on the yellow tab on the left hand
side). If you untick the box then you will see the letter and the details pane
together (this can be minimised by clicking on the yellow tab). The details pane
contains information such as Read Codes, Problems and Notes.

8. Favourite Forwarding Recipients are used as a quick way of book marking who you
most commonly forward scans to. There is a separate node in the User preferences
tree for this as it can be set up for either Document Management or Tasks. Click on
the button to bring up the list of staff/groups and then select the person/group
you want. Alternatively, you can multi select staff by holding Ctrl.

-
" User Preferences 0 — . - il &J
|These favourites can be used when forwarding tasks or scanned documentis |

[]"@ Appointments o

© Bookmarked URL Favourite Forwarding Recipients
ookmarke: S

! Changes E]
ﬁ Colours Recipient ‘

- % Dates

Cﬁ Digpensing
-1 Email

# Forwarding Recipients 2

-] Home Screen 0 favaurite fawarding recipients

-l Logging On

e (] (3]

) Favaurite Forwarding Groups
4 Miscellansous

- Navigation E]

User Grougp ‘

i@ Notifications

=- ldl Pathology
Filing

m

1! Reminder

] (] (=] (3]

# Vigwing & Inbox i
[#-] Patient Record 0 favourite foarding groups

[]-- Prescribing

- % Record Summaries
¢4 RTF Output

[—]E Scanning

#® General

# Document Processing
[ |w] Tasks
G URLs & Programs =

[ Copy From Ancther User ] [ Restore Defaults ] [ Cancel ]
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Scanner Setup

1. To setup your scanner go to Workflow > Document Management > Acquired
Documents.

—\f SystmOne Gateway GP:

Patient Appointments Reporting Audit Setup Links Clinical Tooks [Waorkflow| User  System Help TPP (Office Der)
= = =

" H a8 O

Discard Save Record || Detalls

B3l Pathalogy Inbox Chrl+y

B u
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Scanning
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E@ B e @ Document Management 3 Acquired Documents  Ctr+Hb @

Appts Wisits Templs Links Prescription Search Dacuments Inbox

& +
Repeats Due Uploading Dacuments @ ﬁ &
— @P2GP Transfers Document Search
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Task List Chrl+T

Mew Task,.. Chrl+K

w1

Document Library

Search Caselnads Chrl+L

a4
@ Manthly Planner Ctrl+a

o @ o g

Cytology Capit. Tmms Report

2. Go to Settings > Scanners & Location > New Device.

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

O 8| 8

C d Details Next Acute
LOENGERREGELINDBE

— Custom— v ‘

(at] () () (@[

Batch |All Balches

[ ¥ scanned Document Settingst [ L= |
[] Restrict to my batch
| [ Enter text to search ThisPCls located at | Shelton Gp Senvices

B~ & User Sattings Set PC Location

- # Document Processing

Gateway image cache location [ |cAappsicalibanttemp

- # Forwarding Recipients

Pre-efined scanning formats
=8 Organisation Settings 2 =
i - ® Document Processing Scanners and Image Sources
. o p—
# OCR Processing —

Dic Deyics Device
PC Setiings -

-~ # Scanners & Location

[ Last Read Images

Create or Amend Scanner #9

Scanning device name

Scanning device type

@ Scan images directly from a scanner
(©) Pick up images from a folder on the PC

Scanner 7 No devices found = v

1 Device atthissite

fl

0 Dacumerts (0 pages)
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3. Choose a name for your scanning device and in the drop down bar select the scanner
you want to use (this must be attached to the PC).

4. Alternatively, you can choose a source folder from your computer to pick up scans.
This is done in the same way as above except you choose ‘Pick up images from a

folder on the PC’ and then select the source folder from which you want to collect
documents from.

Scanner settings can now be pre-configured to allow you to scan different letter types
without having to reconfigure the scanner settings every time.

1. Click on the button Settings >Scanners & Locations > Setup >

[ 5ystmOne GP: Robyn Brooke at Shelton Gp Services - Acquired

ey
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=& User Setings Set PC Location
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i # Forwarding Recipients ) —
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. # Documert Processing Seanners and Image Sources _
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[, ratee T o T Powd | [WWowme | T
i s This Device evice N o ;
=B P settings I I f il
“-® Scanners & Location s
*
)
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0 Devices at this site
Restore Defaus | [ canca |
d +
0 Documents (0 pages) ] ) )
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2. Enter a name for your scanner setting, i.e. Colour or Black and White.
3. Select Adjust Settings and choose the settings you would like.
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Batch ¥ 52
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Bl & User Settings ‘
"~ @ Updating v %
=8 Organisation Settings
- Document Processing __
. # OCRProcessing [ scanner [ J
2 B PC Setlings oAl —
= = . -
. o [C————— " Scanner Configuration
Read Images |
Naime &
X Resolution : 300
Y Resolution : 300
Colour : Black and White
Feeder enabled : Yes
Auto-feed ; Yes
Duplex : Mo
Paper Size : A4 Letter
0 sonfigurations
\ -
1 Devics at this site
> [s0
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The dialog below is for a Samsung scanner so your settings may look slightly different to
this.

) Samsung SCX-4x20 Series E] =
® & [ weaw L [ 1M Basic ] Image quality | Fiters | About |
T
i Jcb type
= SAMSUNG [T
2: E . E Saved settings: Standard Job ﬂ
| | Delete Save
| : ook | s |
I | :
1 ! Setting
s |
r—- | ! Image type: Lineart, B/Aw |
£ | Resalution: 300 dpi |
e | |
10—: E | Image area : Ad |
14 d ——
4 _— . = [~ |
T R Reduce/Enlarge: | 1005 =]
23__ Document Source | ADF Simplex ﬂ
¥
Defaults Scan | Preview ‘ Help |

ij : A g.T ,{ fﬁ /.Z_.w 3 N - A
N8, 3 N\
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You can move your scanner setting up and down so that the first option in the list is the

one most frequently used. You can also amend any of your setting using the buttons at the
top of the screen

— dngd Scanner Settings

)

I — | Scanner Vi3

Calour My Scanner i]

Black and White My Scanner 3
¥
st

2 configurations

zancel

& dhd dd
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OCR Rules

OCR will pick up the letter type and Read codes from a scanned letter. In order for this to
work, before you start processing documents, you will need to set up rules which will
match a phrase to an associated Read code or letter type, e.g. “If you see this phrase,
offer this Read code as a suggestion”.

To setup a rule to suggest Read codes:

1. Go to Setup > Data Entry > Scanning Rules.

2. Click on New.

3. Enter a name for your rule, create a new category for it to sit in and if you want, a
new sub-category.

4. Set the Type to Read Code.

¥ SystmOne Gateway GP: Robyn Brooke at Shelton Gp Services - Sca | = s |

Patient Appointments Reporting Audt Setup Links Clinical Tools Workflow User System Help TRP (Office Dev)

= — =
QE| e O & | @
Search Discard Save Record Dekails Today Mext Acute
[ 3] [ () o ) o ) ) ) ) (1) i) @) ) & (@
=
& All Rules (5) Rule name T | Key phrases Require all phrases | output Created by Created on
& My Rules (3) Asthma Asthma Severe asthma (B63VI) Robyn Brooke 28 5ep 20101231~
Asthma H33 asthma Ll Asthma (H33.) Claire Parry 03 Dec 2010 16:18
o 1
{1 piagnosis (1) cardiac Cardiac T — s N Robyn Brooke 28 Sep 201012:30
O Head (1} Head, Neckand Arm  Head pPping Miss Lisa Barr 03 Dec 20101220
1 Heart (1) N -
3 burge ) lame | ischarge | )
Repair Repair Category Diagnosis - ft (TH434) Robyn Brooke 07 Jan 2011 10:31
T -]
Type [Read code -
Key phrases
[ Require all phrases
Phrase
E] Discharge -
Cutput
Discharged from hospital B
If multiple output codes are entered for this rule, manual selection will he required for
the appropriate code(s) to be added to the record when processing a docurment
5 Rl
Zl[lo oo oo FooBBE Eoo o FH®BG DE e

5. Next to the Phrase dialog, click on the button and enter the word or phrase
that you want OCR to look for in a scanned letter (e.g. Discharge).
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6. Under Output click on the Read code button, which will launch the Read code
browser, then search for a Read code that you want OCR to match to the phrase
above (e.g. 8HE.. Discharged from hospital).

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

8. If you tick the box that says Requires all phrases, the phrases that you have

entered must all be present in the scanned letter in order for the Read code to be
suggested.

To setup a rule to suggest letter type:

1. Enter a name, category and sub category for your rule.

Click the Type drop down bar and select ‘Letter type’.

3. Then in the same way as for Read codes, enter a phrase (e.g. discharge) and the
letter type from the drop down bar. This list is configurable by your Organisation

Group Owner, you can see who this is by going to Setup > Users & Policy >
Organisation Groups.

N

¥ SystmOne Geteway GP: Robyn Brooke at Shefton Gp Services - SN NUERIN e R SE =T
Patient Appointments Reporting Audit Setup Links Clinical Tools Workflow User System Help TP (Office Dev)
QB e| @ O [
Search Discard || Save || Record || Detalls || Today || Mext || Acute
LA I0) PR ERE IR0 B EIES (][ ][ @] &
) o e
—— Fules (5) Rule name T | key phrases Renquire all phrases | cutput Created by Created on
e My Rules (3) Asthima Asthma Sewere asthma (B63W3) Robyn Brooke 28 Sep 2010123 -
- Asthma H33, asthma L Asthma (H33.) Claire Parry 03 Dec 2010 16:18
) Diagresis (1) Cardiac Cardiac —— - Mapging =) Robyn Brooke 28 Sep 2010 12:30
(0 Head (1) Head, Neckand Arm Head ) apping Rule Miss Lisa Barr 03 Dec 2010 12:20
] Heark (1) M Disth
S0 g @ Jame ischarge 3
Repair Repair Category Letters - it (TH434) Robyn Brooke 07 Jan 2011 10:31
Sb-category Secondary Care v
Type Letter type -
Keyphrases
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Fhrase |
E Discharge | -
Output
Letter bype Discharge Letter hd
5 Rules
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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. This will take a few minutes but you only need to do it
once.

To begin to scan go to Workflow > Document Management > Acquired Documents.

Question [$__<|

Your unitis currently set up to use OCR when processing documents.
In arderto use OCR yau must download & sofware update first.
Dioywou want to daownlaad this now?

The “loading’ bar will display clearly on the Acquired Document 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.

Ciw(aanu\s

sinrkflow

User System Help

JTERLIE

& C Detais Acute
FB&%EVEE@%EE&&.» [mEEr

OCR download

Downinading OCR saftware...

[ Downadedsez®

OCR has only finished downloading when you see the Information box.

Information E|

@ OCR download completed.
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