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Document Management User Guide

For the attention of SystmOne users:
This document explains how to use the Document Management functionality once the setup has
been completed.
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Beginning to Scan

It is very important that you only use ONE PC as a Gateway, if you change the Gateway PC it will
result in images being unavailable and you will be unable to process them.

The following file types are supported by SystmOne:

TIFF/TIF, JPEG/JPG, GIF, BMP, PNG, PDF

There are different ways of getting scans onto SystmOne:

1. Directly from a scanner

To scan directly from your computer go to Workflow > Document Management > Acquired
Documents. Select your Predefined Scanner Setting that is appropriate for the document and
click Scan Images, the document will be scanned in using the setting you have chosen.
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Alternatively, you can select Custom > Scan Images if none of your predefined setting are
appropriate.
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Enter a Batch name and select Use this Device, you will then be able to choose the scan settings for
your document. Note how the scanner has your chosen name and is called a ‘Device’ on this dialog,
this indicates that you are scanning from your scanner.

Click Scan and your document will appear on the Acquired Document screen.
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2. Directly from a folder

To scan directly from a folder on your computer go to Workflow > Document Management >
Acquired Documents. Make sure that you have set up a source folder in your Settings and then click
Scan Images.

Enter a Batch name and select Use this Device. Note how the scanner has your chosen name and is
now called an ‘Image source’ on this dialog, this indicates that you are scanning from a folder on
the computer.

Acquire images - @
Batch details
@ MNew Batch
() Existing Batch
Batch owner :F?Dhyn Brooke hd
Scanners
My Folder i+
Image source: GiPhoeneCommoniSupparbocsiSupport

Members\RobyniScanninghScanning Images

| Acguire From All Scanners | [ Cancel ]
h=i=4 Ved -, =2 oo od = ikl
: = < - e -
AL R RERL . [in KX
NB, . [, N INBNBR, ak
© TPP 2011 - All Rights Reserved Page 3 of 37 Commercial in Confidence

All patient data is fictitious



top 2 Simanisis

SystmOne PDF guides are correct at the date of writing.

3. Drag and Drop
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Drop is new functionality which will enable you to drag an image from a folder on your PC into the
Acquired Documents screen and begin processing it. Simply select the document and drag it onto
the lilac bar on the top right hand side of the Acquired Documents screen. You can also use the
keyboard shortcuts for copy (Ctrl+C) and paste (Ctrl+V) which will copy and paste your images on to
the Acquired Documents screen, make sure you paste/drop the document onto the lilac bar or it
won’t work.

If you have multiple documents you can drag and drop these in one go or even drag and drop the
entire folder.

In all of these ways you are able to set the owner of the scan, assign that scan to an existing batch
or give that new batch a name. Once you have assigned a batch to an owner, only that person will
be able to work on that batch unless you choose to assign a new owner.

=i et : = oo v : e
NS, L NN By o N AN
© TPP 2011 - All Rights Reserved Page 4 of 37 Commercial in Confidence

All patient data is fictitious



D 48
SystmOne PDF guides are correct at the date of writing.

Assigning the scan

Sygtin,

ONEPATIENTON

The concept of assigning a scan is important in Document Management as only the staff member
that the scan or batch is assigned to will be able to work on it. When initially scanning a document
into Document Management you can set the Batch owner on the Acquired images dialog, the user

that is logged in will default to being the Batch owner.

The owner of a scan can be reassigned by selecting a different staff member or left blank to be

reassigned later from the batch owner drop down menu.

Acquire images

==

Batch details

(@ Mew Batch
() Existing Batch

Batch owner [Robyn Brooke

Robyn Brooke
Miss Sarah Chaplin
_—— . Philippa Cale

i

Once the document has been scanned, you can clear the Batch owner from the Acquired Documents

screen by clicking on the cross XI. You will be asked “Are you sure you want to clear ownership of

the batch?” and will have to confirm before the Batch owner is cleared.

- TS

Question

25|

Areyou sure you want to clear the ownership of this batch?

2

You can then allocate yourself as the owner of the batch by clicking on the ® down arrow or
alternatively select the icon for ‘Select a member of staff to take ownership’ this will allow you to

assign this batch to another member of staff at the unit.

Batch RB- 11/08/2011 14:31 - Afternoon Ba...}
|:| Restrict to my batches L’;:]

Owner

Robyn Brooke

ERECORD
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You can also add to an existing batch, this can be done at the point of scanning the document,
where instead of choosing a name for your batch and an owner you simply select the radio button
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for Existing Batch and choose from the drop down list of available batches and how many
documents there are in them.

Batch details

() Mew Batch
(@ Existing Batch

Baich owner RB- 11/08/2011 14:31 - Afiernoon Batch - (2)
RB- 11/08/2011 14:32 - Moming Batch - (2)
RB- 11/08/2011 14:32 - Urgent- (2)

L Ao

A document can also be added to an existing batch when it has already been scanned in. To do this
you can right click on a scan on the Acquired Documents screen and select Move to Another Batch,
you can then choose which batch you like to move the document to. The document will then move
to the chosen batch and will display at the bottom of that batch.
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_ Oct 1983
- - 3 TAE
Wk Par was recently discharged from The Phoenix Hospital following a 7 day stay in haspital which has now
concluded | allthe from stay, if any further
information please contact me.
il
Discharge Date: 27th Seplember 2010 Correlc date?
Consultant Dr Alfred Gilbert
Beason For Admission
Type Coding
Treatment Primary repair of tendon using graft
Diagnosis Injury of Achilles tendon
TTO Medication:
Drug Instructions Number of Days  Additional Wnformation
Tramadol 50mg capsules take 1 or 2 as direcied 15
Yours Sincerty
1 0 =
| 2 Documents (2 pages)
[ Sesrch features ~[Wio o000 [fFo o @BEE (o oo [@o o e [HRE 14:14‘

© TPP 2011 - All Rights Reserved Page 6 of 37

Commercial in Confidence
All patient data is fictitious




v

top

SystmOne PDF guides are correct at the date of writing.

OOH and Discharge Letters

If you have the Organisation Preference enabled to ‘use the Document Management module for
received out of hours report and hospital letter tasks’ then once you action the task you will see
the Document Management progress bar. Once this has completed your task, it will move the

document to either the Out of Hours or the Electronic Documents batch in the Acquired Documents
screen for you to process.
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NHS

Cur Ref. PART192

The Phoenix Hospital
Troy Road
Loeds
LS185TN
Tel 0113 2050080
Fax 01132050082
Or Sanders
1 Qakworth Road,
Keighiey,
West Yorkshire,
BD21 154
27 Sep 2010
Dear SirMadam,

m

Re.Mr George Parr NHS Number : 922 364 4398 D.O.B. 06 Oct 1983
130 Sandymount Road, Wath-Upon-Dearne, Rotherham 863 TAE

W Parr was The following a 7 day stay in haspital which has now
concluded | have attached all the relevant infermation from the patients stay, if you require any further
information please contact me

Discharge Date: 27th September 2010 Corretc date?
Consultant: Dr Altred Gilbert

Baeason For Admissien
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Organising your batches

Next to the Batch drop down bar you will see the following icons. These icons perform different
actions and will help to organise your batches.

Sort batches by staff. This will order the list of batches alphabetically by the staff initials. With
'I,.':’J the arrow facing down, the list will be ordered by the staff member’s last inital A-Z, and with the
arrow facing up, the list will be ordered by the staff member’s last inital Z-A.

Sort batches by date. This will order the list of batches by the creation date. With the arrow facing
down the list will be ordered by oldest - newest and with the arrow facing up the list will be sorted
newest - oldest.

Sort batches by name. This will order the list of batches alphabetically by the name given to the
@ batch. With the arrow facing down the list will be ordered A-Z and with the arrow facing up the list
will be ordered Z-A.

Delete all documents in the current batch. This will delete the batch and all of its contents.

You can have lots of different scanned letters in one batch and they do not necessarily have to be
for the same patient, which means that you can go back to your batch once you have finished with
one scan and begin to process the next. However, as batches cannot be worked on by more than
one member of staff it is advisable that you only put a sensible amount of scans in one batch as it is
designed to reflect one person’s workload.
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Processing a Scan

The Acquired Documents screen, shown below, is where your scan will sit.

[ SystmGne GP: Robyn
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Batch |RE- 11082011 14:31 - Aternoon Ba... ~ (eIl fed  owner [Robwn Brooke

Restrict to my batches

NHS

Qur Ref. PART192
The Phaenix Hospital
TroyRoad

Fax 01132050082

Dr Sanders
1 Qakworth Road,
Keighiey,

West Yorkshire,
BD211SA

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

MrParr was recently 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: 27t September 2010 Corretc date?

Consultant Or Alfred Gilbert

Eeason For Admission

Type Coding

Treatment Primary repair of tandon using graft

Diagnosis Injury o Achilles lendon

TTO Medication

Drug Instructions Number of Days  Additional Information

Tramadol 50mg capsules _ take 1or 2 as directed 15

Yours Sincerly
< + o2
| 1 Document (1 page)
[ Search Festuras ~l[Wio o000 [fFo o @BIEIE o oo [Fo o0 e [HEFE 1421 ‘

From this screen you have the following options in the form of an icon or a right click option:

1. To rotate your scans left and right

)
— Rotate to the left

1R3

Rotate to the right

2. To merge and separate pages

Merge the selected pages (once a document is merged you can rearrange the order
= by simply highlighting the page you want to move and dragging it to its correct position).

~=| Unmerge the selected pages.

[:&
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3. To duplicate the selected document

Duplicate the selected document (you must either be the Gateway PC or be attached to
the Gateway PC to duplicate documents).

4. To delete the selected pages

Delete the selected pages.

5. To add the document you have selected to an existing batch

Add the selected documents to an existing batch.

6. To add the document to the Document Library

[E File the selected document in the organisation Document Library. The Document Library
E can be used to store any documents that do not need to be filed to a patient. The
Document Library is located in Workflow > Document Management > Document Library.

Zoom in
m—— 7. When you right click on the letter you have different options on how you would like to
Fit wicth view the letter; zoom in, zoom out, fit to width or fit to page. This can be done from any screen
Fit page which has a scanned document from Document Management.

Pririt

8. If you have multiple documents in your batch and you would like to merge them
together you can use the shortcut ‘Ctrl+A’ (which will highlight all the documents), select the icon
for merge together and then select ‘Ctrl+Enter’ (which will process the document). Make sure that
the documents are already in the correct order before doing this as you will not be able to
rearrange them during the next stage.

9. To move an image to another batch

Mave to Another Batch
Move the image to another batch which you can choose from a list.

8. To process the selected document as a patient document

Process the selected document as a patient document. If you want to process a document
to file to a patient record then you can either click the ‘Process the selected document

AL Ak REAL Ah R
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as a patient document’ icon or use the right click option “Process Patient Document’.
Alternatively, if the document does not require OCR then you can use the ‘Process Patient
Document (no OCR)’

[ SystmGne GP: Rob

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

Search D Record Details 3 Acube

(] ) ) ) ) e o) ) o ) O 2] (o] @] & @)@
[7 Custormn— 3 ][][&]

Owner |Robyn Brooke

re to import

NHS

-~ Qur Ref. PART192 )
Process Patient Document The Phoenix Hos pital
Process Patient Document {no OCR) Loeds.
LS1B TN
—— Tel. 0113 2050080
File In Document Library Fax 01132050082
Prink Dr Banders
1 Qakworth Road,

Delete Page s
Rotate Right West Yorkshire,
BD21 15A
Rotate Left
Move to Another Batch 27 Sep 2010
Dear SirMadam, E

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 Par was recently discharged from The Phoenix Hospital following a 7 day stay in hos pilal which has now
cancluded | have afiached all the relevant information from the patients stay. if you require any further
information please contact me.

Discharge Date: 27th September 2010 Carretc date?

Consultant Or Alfred Gilbert

Reascn For Admission

Type Coding

Treatment Primary ropair of lendon using graft

Diagnosis Injury of Achilles tendon

TTO Medication:

orug Instructions Number of Days.  Addiianal Information

Tramadol 50mg capsules take 1 or 2 as direcled 15

Yours Sincerty
« 3 _g— 2
| 1 Document (1 page) (=0 E)
[ Sesrch festures ~l[Wio o000 [fFon@@@EE Fo o oo e (3 [ (E) 1436 |

Once you have selected Process Patient Document you will see a loading bar which is OCR ‘reading’
the document.

o o —
ockprogress | GGG ST

You will automatically be taken to the Scanned Document Update screen to continue processing the
scan once OCR is completed.
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Scanned Document Update (OCR Results)

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 patient in the letter to a record on SystmOne using their NHS
number, date of birth and surname. Any other possible patients will be listed in the Suggestions
section at the bottom details panel for you to choose from. If none of the suggestions are correct
then you can search manually for the patient using the button within this panel.

" Scanned Document U (0l
B
P Patient
Mr George Parr
MNHS Mumber: 9223644399
Born: 06 Oct 1983 NHS
Crescent, Lincoln, LN1 1LR
Qur Ref. PAR7192
5] Letter Details The Phoenix Hospital
Clinic Letter Troy Road
Incoming - 04 Mar 2011 Leeds
LS18 5TN

I Sender Address Tel. 0113 2050080

Dr Alfred Gilhert Fax 01132050082

Troy Road, Harsforth, Leeds LS18 5TH

m

B Recipient Address
Cr Lucy Sanders

Shelton Gp Senvices Keighley,
Shelton Primary Care Cir, 1 Oakwaorth Road, Keighley BD21 15A West Yorkshire,

R Read Codes BD21 1SA
2 Read codes selected

27 Sep 2010

Dear SirMadam

Re. Mr George Parr NHS Number : 922:3644399 D.O.B. 06 Oct 1983
130 Sandymount Road, Wath-Upon-Dearne, Rotherham S63 7AE L

<3 Previous Next =
Patient
ESlaciag Mr George Parr Mr Parr was recently discharged from The Phoenix Hospital following a 7 day stay in hospital which has now
Suggestions concluded. | have attached all the relevant information from the patients stay, if you require any further
Patient Nhs Number Address | information please contact me
Mr George Parr 9223644398 57 Queens Crescent, »
Lincoln, LN1 1LR

Discharge Date: 27th September 2010
Consultant: Dr Alfred Gilbert

Reason For Admission

Type Coding

Treatment Primary repair of tendon using graft
Diagnosis Injury of Achilles tendon

1 Patient

B Show annotations

OCR will attempt to match the letter details to any Letter Rules that have been previously set up in
Scanning Rules. It will also look for any dates in the letter and offer them as a suggestion for you to
use. If OCR cannot find any dates then it will automatically choose today’s date as the date for the
letter (as long as you have the User Preference enabled).

You have the option in the panel below to mark the letter as either Clinically Relevant, Admin
Event, Important or Normal. This will then display in the Communications and Letters node and the
New Journal.

h=i=4
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¥ Scanned Document Update

i

(D patient

Mr George Parr

MHS Number: 8223644399

Bom: 06 Oct 1983

&7 Queens Crescent, Lincoln, LN1 1LR

Lettel Details
Clinic Letter
Incoming - 04 Mar 2011

Ed Sender Address

Dr Alfred Gilbert

The Phoenix Hospital

Troy Road, Horsforth, Leeds LS18 5TN

By Recipient Address

Dr Lucy Sanders

Shelton Gp Semices

Shelton Primary Care Cir, 1 Oakworth Road, Keighley BO21 154

R Read Codes
2 Read codes selected

Direction @) Incoming () Outgoing () Other

+ DéMar2011 <

Date Exact date
Suggestions

Date |

04 Mar 2011 -

20 Jan 2011

27 Sep 2010

06 Oct 1983 2
4 dates

Contact @ Cliricaly relevant () Admin event
Priarity ) Important @ Normal
Type Clinic Letter -

Suggestions

Type

NHS

The Phoenix Hospital
Troy Road

Leeds

LS185TN

Tel 0113 2050080
Fax 01132050082

Our Ref. PART192

Dr Sanders

1 Oakworth Road
Keighley,

West Yorkshire
BD21 1SA

27 Sep 2010
Dear SirMadam

Re. Mr George Parr  NHS Number : 922 364 4399 D.0.B. 06 Oct 1983
130 Sandymount Road, Wath-Upon-Dearne, Rotherham S83 TAE

Mr Parr was recently 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 Alfred Gilbert

Reason For Admission

Type

Treatment Primary repair of tendon using graft
Diagnosis Injury of Achilles tendon

n

HEE

[] Show info [¥] Show annotations

OCR will attempt to 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.

In the event of multiple addresses found using OCR for both sender and recipient address, you will

be given a list at the bottom of the screen to choose from, click on the correct address (this will be
highlighed in lilac on the letter so you know where OCR got it from). You will then need to click on
the purple arrow or double click the address to insert it into the correct field.
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Page 13 of 37

Commercial in Confidence

All patient data is fictitious



top’

SystmOne PDF guides are correct at the date of writing.

" Scanned Document Upd: fof 8

27 Sep 2010 -
(D patient Dear SirMadam

Mr George Parr

MHE Number: 9223644398
Bom: 06 Oct 1883 Re. Mr George Parr NHS Number : 922 364 4399 D.O.B. 06 Oct 1983
&7 Queens Crescent, Lincaln, L1 1LR 130 Sandymount Road, Wath-Upon-Dearne, Rotherham S83 TAE

(5] Letter Details
Clinic Letter
Incarming - 04 dar 2011

Mr Parr was recently discharged from The Phoenix Hospital following a 7 day stay in hospital which has now

A Sender Address concluded. | have attached all the relevant information from the patients stay, if you require any further

Dr Alfred Gilbert information please contact me

The Phoenix Hospital F
Troy Road, Horsforth, Leeds LS18 5TN

. Discharge Date: 27th September 2010
Recipient Add ;
{5 Rectpient dress Consultant Dr Affred Gilbert
Dr Lucy Sanders
Shelton Gp Services R Ei
Shelton Primary Care Ctr, 1 Oakworth Road, Keighley BO21 154
R Read Codes Type
2Read codes selected Treatment Primary repair of tendon using graft
Diagnosis Injury of Achilles tendon
TTO Medication
Drug Instructions Number of Days  Additional Information
<5 Previous Next = Supplied
giger Address Tramadol 50mg capsules  take 1 or 2 as directed 15
B SRR
Beefinane D v Affied Gilbert Yours Sincerty
Organisation The Phoenix Hospital
House name
Road Troy Road Dr Niféd Gilbar
Orthopaedic Surgeon
Locality Haorsfarth
Town Leeds L4
Courty West Yorkshire
Post code L518 5TH Add
Sugyestions hd
Address )y -

r Alfred Gilbert 7 - 1.
he Phoenix Hospital E

The Phoenix Hospital

Troy Road, Horsforth, Leeds LS18 5TN

Troy Road, Horsforth, Leeds LS18 5TN

2 Addresses

4] [7] Show info [¥] Show annotations

You have several buttons which allow you to enter addresses quickly if they have not been picked
up by OCR:

Use someone in your address book

Use someone from the organisation
directory

Use patient details

B B B @

Use organisation details

Use your organisation default

©

OCR will attempt to 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.
Do not worry if nothing is picked up, it may be because your access rights have you restricted to
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Read Code Formularies. This can be corrected during the next stage by someone who isn’t
restricted.

" Scanned Document U

Ll
Keighley. -
i West Yorkshire
(L Patient
BD21 1SA
Mr George Parr
MNHS Mumber: 9223644389 27 Sep 2010
Born: 06 Oct 1983
57 Queens Crescent, Lincoln, LN1 1LR Dear SirMadam
5] Letter Details
Clinic Letter
Incaming - 27 Sep 2010 Re. Mr George Parr NHS Number : 922 364 4399 D.O.B. 06 Oct 1983
130 Sandymount Road, Wath-Upon-Dearne, Rotherham S83 TAE i
e Sender Address
Dr Alired Gilbert
Troy Road, Harsforth, Leeds LS18 5TH
B Recipient Address Mr Parr was recently discharged from The Phoenix Hospital following a 7 day stay in hospital which has now
Dr Luey Sanders concluded. | have attached all the relevant informalion from the patients stay, if you require any further
Shelton Gp Services information please contact me
Shelton Primary Care Cir, 1 Oakwaorth Road, Keighley BD21 15A
R Read Codes

Discharge Date: 27th September 2010

2 Read codes selected Consultant: Dr Alfred Gilbert

Reason For Admission
Type 1
Treatment Primary repair of tendon using graft
Diagnosis Injury of Achilles tendon
<3 Previous Next =
Readl

TTO Medication

D ——
Sel...| Code | Description ey
SHE Distcharged from hospital Drug Instructions Number of Days  Additional Information
TH420 Repair of tendo achilles W
Tramadol 50mg capsules  take 1 or 2 as directed 15
T —

Yours Sincerly

Dr Alfred Gilbert
Orthopaedic Surgeon

2 Read codes [Nzl %

[7] show info [¥] Shew annctations

To access any of the sections on the details pane you can use the ‘Previous’ and ‘Next’ buttons or
the keyboard shortcut of shift and use the arrow keys up or down to move around the details pane.

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.

To add your predefined stamps to the scan click on the icon and select the stamp you want to
use, then click anywhere on the page. If you are not ha with the position of your stamp select
the arrow icon on the bottom toolbar and then move your stamp.

© TPP 2011 - All Rights Reserved Page 15 of 37
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" Scannea ~cument Update

o) 5l

1 Qakworth Road -
Keighley,

(2 Patient West Yorkshire

Mr George Parr BD21 15A

MNHS Mumhber; 9223644399

Born: 06 Oct 1983 27 Sep 2010

57 Queens Crescent, Lincoln, LN1 1LR

Letter Details Dear SirMadam

Clinic Letter
Incoming - 04 Mar 2011 Re. Mr George Parr NHS Number : 922 364 4399 D.0.B. 06 Oct 1983 i
B Sender Address 130 Sandymount Road, Wath-Upon-Dearne, Rotherham $83 7AE

Dr Alfred Gilbert
Troy Road, Horsforth, Leeds LS18 5TN

B Recipient Address Mr Parr was recently discharged from The Phoenix Hospital following a 7 day stay in hospital which has now

DrLury Sanaers concluded. | have attached all the relevant information from the patients stay, if you require any further

Shelton Gp Senvices information please contact me

Shelton Primary Gare Cir, 1 Oakworth Road, Keighley BD21 154

R Read Codes —

2 Read codes selected Discharge Date: 27th September 2010 K
Consultant: Dr Alfred Gilbert TRB 27 Jul 2011 10:57 l

m

Reason For Admission
Type Coding \

Treatment Primary repair of tendon using graft
Diagnosis Injury of Achilles tendon
<= Previous Hext =
Read Codes TTO Medication
Sel...| Code | Description |
7H420 Repair of tendn achilles ~ Drug Instructions Number of Days  Additional information
8HE Discharged from hospital
Tramadol 50mg capsules  take 1 or 2 as directed 15
Yours Sincerly L4
Dr Alfred Gilbert
Orthopaedic Surgeon
2 [zinitials= <date> =time= |
eeedends [4] initials> =date= stimes - Show annatations

When you click the Confirm button, you are confirming that you are happy with the:

1. Letter details -including the date and direction of the letter
2. Layout - e.g. quality and positioning of the scan

All these details, with the exception of the Read codes, will then be saved to the patient record
into Communications and Letters node so you must ensure these are correct. You will be able to
add or alter Read codes at a later stage.
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Scanned Document Update 2

After pressing Confirm, you will be automatically taken to the second Scanned Document Update
screen. This screen gives you the option to add more Read codes, problems, link to referrals and
problem headers, notes and record the activity, set flags and send a task.

¥ Scanncd Document Upidd
[ okand Another | [ Cancel | [ send Task |

PARR, George (Mr)

Aom 06-Oct-1983 (27y) Gender Male NAS Wo. 922 364 4399

b, Allergies not recorded [5)
1 Qakworth Road a
Keighley,
- West Yorkshire,
IE‘Snan Action BD21 1SA
Save to complete later
I bocument Summary 27 Sep 2010
Letter Type: Clinic Letter
Dale: 04 Mar 2011 Dear SirMadam
Sender: Dr Alfred Gilhert, The Phoenix Hospital
Recipient Dr Lucy Sanders, Sheltan Gp Services |
Ree. Mr George Parr NHS Number : 922 364 4399 D.O.B. 06 Oct 1883
Hoflag set 130 Sandymount Road, Wath-Upon-Dearne, Rotherham S63 TAE
R Read Code
Discharged fram hospital (SHE..)
R Read Code Mr Parr was recently discharged from The Phoenix Hos pital following a 7 day stay in hospital which has now
Repair oftenda achilles (TH420) 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 T )

Consultant Dr Alfred Gilbert RB 27 Jul 2011 10:57 [ .
Reason For Admission

Type Coding

Treatment Primary repair of tendon using graft

Diagnosis Injury of Achilles tendon

TTO Medication:

< Pravious Hext =
Scan Action Drug Instructions Number of Days  Additional Information L
@ Complste Later () Forward () Complete Rupped

Tramadol 50mg capsules  take 1 or 2 as directed 15

Yours Sincery

H :=mma\5> =date= =time= - Show annokations

To enter a new Read code and/or update an existing Read code found with your rules:

@ 1. Click on the Read code icon at the top of the screen which will launch the Read code

browser, search for the Read code and click Ok.

2. This will then enter the new Read code in the top panel

3. If aRead Code is already present in the patient’s record, the episodicity will default to
‘Ongoing episode’. If the Read Code is not present in the patient’s record then the
episodicity will default to ‘New episode’.

4. If you want to promote the Read code to a problem, tick the box and it will become a
problem.

h=i=4

W/

G C Uy %V
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Read Code

E] Discharged from hospital
Date & Time
[ specifisd

Summary

< Episodicty () Ongoing episode () New episods >

D Promote to problem

:Do not putin the summary v:
Severity

Motes

Erter notes here

5. If you want to make this Read Code a permanent scanning rule you can right click on it
and choose to Add Read Code Scanning Rule. This will then bring up the OCR Mapping
Rule screen where you will need to enter a name and a phrase for your new rule.

" Scanned Document Update i o)
[ ok end Ancther | [ cancel | [ sendTask |

PARR, George (Mr) Born 06-Oct-1983 (27y) Gender Male NHS No. 922 364 4399
Address 5T Queens Crescent, Lincoln LN1 ... Phone and email Unknown /N, Allergies not recorded (=]
HR -
DR 4= S : =
New OCR s ube
S[:an Action Lot
Save to complete later o
T Document Summary | ;‘:'" . ey S
Letter Type: Clinic Letter | il ) sttty
Date: 04 Mar 2011 Our Ref PAR7102 Tom HRuad cody -
Sender: Dr Alfred Gilbert, The Phoenix Hospital Ky phreages x Hospital
Recipient: Dr Lucy Sanders, Sheltan Gp Services Pequre ol pheases Ifroy Road
R Read Code ] [Pesse | 1F Leeds
Repairoftendo achilles (FH420) = LS18 5TN
£ " |/ 2050080 c
R Read Code 32050082
Distharged fram hospital (SHE..) Add Reaq o0t Seanning Rule
‘ Remove Sanders -
T kworth Road, SN
Keighley, (R [Beran - Achites wendon
West Yorks hire x|
BD21 1SA "
27 Sep 2010 |
e cutput o are rteredf N e, manual sefucdon vl s Fogu N
Dear Siidecart | e sbor (1058 3338310 g rord whon prcessing o umant M
Re. Mr George Parr | ) Laxsd |
130 Sandymount Road, Wath-Upon-Dearne, Rotherham S63 TAE
Read Cade =
[RJ[X]|Discharged fram hospital j Mr Parr was recently discharged from The Phoenix Hospital following a 7 day stay in hospital which has now
Date & Time concluded. | have attached all the relevan "~ ~*~~ “—— == —=“~=*= =~ if you require any further
"] specified information please contact me
summary
() Ongoi de  (0) New episod
Episadicty () Ongoing episoce () New episode Discharge Date: 27th Seplember 2010
[7] Promote to problem Consultant Dr Alfred Gilbert
Do not put in the summary -
Severty
MNotes
Erter notes here
Enter notes here

B] [] show info [¥] Show annctations
6. The bottom panel will change so you can specify the exact details about the Read code
such as the episodicity, date and time and notes.
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7. Toremove a Read code from this screen, right click and choose to remove or click the

button.

To create or link to an existing problem:

1. Click on the problem flag icon at the top of the screen.
2. The bottom panel will change to show all the patient’s Active and Inactive problems in
separate tabs. To select a problem to add to the scanned document, ensure the ‘Link’

tick box is selected.

3. You can also choose to create a new problem by clicking on the ‘new problem icon’.
Using the right click option you can remove or amend any new problem you have
created.

Froblem Links
Link new Read codes to linked problems
All | Active | Inactive

Link | Details | Severitvl MNew u
] 4 3] =
[C] Ankle pain (X7T5sF) il ED|
Tendo achilles (FMEBEEY * =

Amend Problem

Remove Proklem

Ed Tabe b

4. There is a tick box for ‘Link new Read codes to linked problems’, this will automatically
link all new Read codes which have been added to the letter to all the problems that
you choose to tick. If you do not want all the new Read codes to be linked to the
selected problems, then simply untick the box.

5. There is a section for Notes and Duration, which displays any notes made against the
problem and the start and finish date of the problem. You can see any details entered
by hovering over the icons in the section.

To link to an existing or ended referral:

1. Click on the referral icon at the top of the screen.

&3 i : =2 = L : ¥
W wy V¥ m x ,;_m R YR NTERR | | S x )
AL R REAL . n K
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2. The bottom panel will change to show any existing referrals you can link the
document to, please note that you can only link to referrals in to the organisation,
select the referral you want to link the letter to and click the arrow to add it to the
scanned document.

3. You can link the scan to an ended referral by ticking the ‘Include ended’ box at the
bottom of the panel. Any ended referrals will then appear in the suggestions box with a
tick next to them to highlight that they are ended.

Referral Links
Selected
Sugoestions

Referral | Ended|
089 Feb 2011 09:07 - Day Therapy Lnit for Symptom ... O»

27 Jul 2011 12:32 - 24 Hour BP Diagnostic for Interm..

Include ended

To add a new note:

1. Click on the note icon at the top of the screen.
2. The bottom panel will change to become a notes field where you can enter any notes
about the letter that you want to appear in the New Journal.

To record a new activity:

1. Click on the activity icon at the top of the screen.
2. The bottom panel will change to become the activity details box

AL AAR RIAL AR Ak
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Activity

Contact with | Letter to GP i
Type Letter -
Methad A Administration v:
Durakian A il rinutes

3. Fill in the appropriate details, or if you have set your User Preference to default to a
particular contact then all you need to do is click on one of the clock icons which each
denote a time, either 5, 10 or 15 minutes.

To perform OCR to look for Read Codes:

=R
If the person who initially processed the scan did not have the correct access rights in order to
enter Read Codes then you can perform OCR at this stage to look for Read Codes.

1. Click on the ‘Find Read Codes in the document via OCR’ button.
2. OCR will then look for any Read Code Scanning Rules and enter then against the scan.

To assign a flag:

You can assign a flag and it will display next to the scan in the Documents Inbox.

1. Click on the “‘No Flag Selected’ section,
2. The bottom panel will change to display the flags and their descriptions.
3. Double click on a flag and it will move to the top section.

To send a Task:

If you want to send a task to another member of staff from within Document Management then
click on the[ sendtask |button. This will open up a normal task and works in the same way as tasks in
the rest of SystmOne.

What to do next:

Click on Scan Action at the top of the screen.

Scan Action
Save to complete later

AL SR RERL AR AR

© TPP 2011 - All Rights Reserved Page 21 of 37 Commercial in Confidence
All patient data is fictitious




top

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

@ 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 gives you the ability to pass it to another member of staff to work
on.

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 SR REIRE VIR AX
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Forwarding

The concept of “forwarding’ in Document Management is similar to the workflow of tasks on the old
scanning module. You can forward the scan onto other recipients allowing them to continue to
process the scan.

1. Select Forward as your Scan Action.

2. If you have set up your Favourite Forwarding List then the staff members or groups you
have chosen will be bookmarked with their initials. You can then select the bookmark
which will then add them to your forwarding list. You will be able to see which staff
members are in your favourite forwarding group by clicking on the magnifying glass icon
when you have the ‘Group’ radio button selected.

Scan Action Scan Action

() Complete Later @ Forward () Complete () Complete Later @ Forward () Complete

To_ g, L. Group |Ashby, Mr Martin - [+ =] To (0 Staff @ Groug Doctors -
(o) (v (ooe] ___

Recipient Mame Recipient Nams
Laura Mackintosh Laura Mackintosh

Motes Motes

Laura. Please book the patient an appointment) Laura. Please book the patient an appointment.

3. If you need to select a different member of staff then select the drop down bar, select the

staff members name and click the button to add them to your forwarding list. You can
forward the scan to as many relevant people as you want, and attach a note as well.

If you have sent the document to more than one person then these people will be able to view and
add items to the scan, but they will not be able to see each other’s additions (if any have been
made) until they have filed in to the patient record. The document can then be viewed in the
Communications and Letters node as one scanned image.

AL Ak REAL 44 AL
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Documents Inbox

Once the document has been forwarded it will be sent to the Documents Inbox where you can view
all forwarded scans, as well as documents that have been marked as ‘Complete Later’.

The Documents Inbox screen is located under Workflow > Document Management > Documents
Inbox, or alternatively, on the new Home Screen you will have an icon for ‘Scan’, the number in the

top left hand corner of the icon indicates the number of documents in the Documents Inbox which
have been allocated to you.

" SystmOne Gateway GP: Laura Mackintosh

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

SEOLILIAEK
Search Discard Save Record Details Next Acute

CHORNCOERE RGN EIE (i) () (] ()@
E @ 5

Appts Visits Templts Links

s b & = & &
m Notify Tasks Chat

QA b & s

Search Register

=
[ ] Documents Inbox

Patient © Notes Letter Type S
|| @ ] ﬂ' Mr George Parr Laura, please can you book the patient an Clinic Letter
Cytology Captt Imms Report appointment

By clicking on the Scan button you will see a list of scans that have been assigned to you and by
clicking on the Documents Inbox button you will be taken to the Inbox to process the scan. You can

also process the scan from the Home screen by using the right click option and selecting ‘Process
update’.

In the Documents Inbox you can view documents for any recipient, including yourself, by clicking on
the relevant radio button. You do not need to enter a date into any of the date search filters, so
you can search for all documents without a constraint. You also have options to include deleted
scans, include completed scans and restrict to current patient. With all these filters and options
the Documents Inbox can become an important tool when searching for documents.

If a scan has not been sent to you but you wish to process it there is nothing to stop you from doing
this. Please remember to click the refresh button each time you make a change to the filter
otherwise you won’t see the updated changes.

" SystmOne GP: Laura Mackintosh at Shelton G e: - Documen [ —— T
Patient Appoirtments Reporting Audt Sstup Links Clinical Tools Workflow User System Help

Q[E| e O|® | 8
Search Discard Record || Details || Nedt || Acute
B () (][] ) o) ) () ) O i ) (] @) (][
=
Show updates for () Al iy ] ana =1
@ Ms and my user groups [T include cleleted
@ me [ include completed
() Staff member Restrict to current patient
() User group
B
Created [Updated = [ From To Patiert [ Fiag [ rotes Letter Type
27 Jul 2011 27 Jul 2011 Robyn Brooke Laura Mackintosh Mr George Parr Laura, please can you book the patient an appointment. Clinic Letter -
- =) ’
f=2- ] o & - ]
et . ] ) [ I i
& PRy iy S g T AUy
f 1 “y | . ¥4
AT 7 A
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You are able to assign a scan a coloured flag which can be used at your discretion for any reason
and the names can be configured via Organisation Preferences > Scanning > Flags. To assign a flag

select the flag icon and choose the colour/description you want, this will then display in the Flag
column which is orderable.

There is also an option to Bulk Forward scans from the Document Inbox. Highlight the scans you

want to bulk forward, right click and choose to Bulk Forward. You will then be asked to choose a
staff member or group to bulk forward to.

You can view all updates for the scan using a right click option and selecting View All Updates for
Document, this shows an audit trail for who has been sent the scan and any notes that were
entered when the document was forwarded.

" SystmOne GP: Laura Mackintosh at Shelton Gp Services - Document = i
Palient Appoiriments Reporting Audit Setup Links Clinical Tools Workflow User System Help

SERCIOODK
Search Discard Save Record Details Nexd Acute

LIOANOREEERGEON N = M

Show updates for () Al Lz s -l
@ Me and my user groups [T] Include deleted
e

[ Incluce completed

© Staff member Resirict to current patient

) User group
Created [ Updatea From To Patiert [ Fiag [ Notes + [ Letter Type
27Jul2011 27 Jul 2011 Rabyn Broake Laura Mackintosh Mr Gearge Parr Laura, please tan you book the patient an appointment. Clinic Letter

Process Update
Delete Update

Bulk Forward

View All Updates For Document
Delete All Updates And Reset Document

Retrieve Record
Actions »
r B Table »
¥ Updates For Document

Created T Created By Recipiert Completed Notes

27 Jul 2011 10:55  Robyn Brooke Robyn Brooke 27 Jul 2011 13:00 &
27 Jul 2011 13:00 Robyn Brooks Laura Mackintosh Laura, plzase can you book the patient an appointment.

2 Rows

i ] vt : i
AR, 'Xi’ K AR XL
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Completing a scan

Once you have processed your update and finished working on the scan, you need to set the Scan
Action to Complete. This will file all the details entered to the patient record.

¥ Scanned Document Update

[“Oland Another | [ Cancel | [ Send Task |

PARR, George (Mr) Born 06-Oct-1983 (27y) Gender Male NHE Mo 922364 4399

Address 57 Queens Crescent, Lincoln LN1 1...Phore and emal Unknown A Allergies not recarded [#]
= & & 1 Qakworth Road -
ERLEERES Towwo

[=]Scan Action West Yorkshire

File to patient record BD21 1SA

Dm:umerll Summary

Letter Type: Clinic Letter 27 Sep 2010

Sender: Dr Alfred Gilbert

Recipient: Dr Lucy Sanders, Shelton Gp Services Dear SirMadam

(B Activity il
Contact with: Letter to GP Re. Mr George Parr NHS Number : 922 364 4399 D.O.B. 06 Oct 1983

Activity: Administration 130 Sandymount Road, Wath-Upon-Dearne, Rotherham $63 7AE

Method: Letter
Duration: 10 minutes
Recorded by: Robyn Brooke

Mr Parr was recently discharged from The Phoenix Hospital following a 7 day stay in hospital which has now

qp'"h'_‘*"' Links concluded. | have attached all the relevant information from the patients stay, if you require any further
Ankle pain GrsF) information please contact me
R Read Code
Discharged frorm hospital (BHE.) -
Discharge Date: 27th September 2010
R Reat Cote Consultant Or Atred Giben RB 27 Jul 2011 10557 | -
Repair of tendo achilles by tendon lengthening procedure (GGO00T)
R Read Code Reason For Admission
Repair of tendo achilles (FH4200
Type Coding
Treatment Primary repair of tendon using graft
Diagnosis Injury of Achilles tendon
TTO Medication

<o Previous Hext =
Instructions Number of Days  Additional Information

Scan Action Drug L4
Supplied
(@]« lete Lat ) F @ C et
=) @EEEDERET - D'Wa' Tramadol 50mg capsules  take 1 or 2 as directed 15

Yours Sincerly

Dir Alfrad Gilhart 32

2] Shom srnetstions

The scanned document can now 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. You can see what information was entered against the letter at a glance by looking
at the Information heading.
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¥ SystmOne Gateway GP: Robyn Brooke at Shelton Gp Services - Patient Record
Patient Appointments Reporting Audt Setup Links

-
5 h D
022 364 4399 spplied

II@.E..%@HI
® \

[start Consultation| [mext Event | [Event Details | [Pathology | M [ Auto-Consukation
=]

Clinical | Administrative| [@ | Communications & Letters
B Patient Home BE) Show Al +| Type .
| Date Finalised [ sender | Recipient Grmatian N [Flss [

-4 Prablems (1) Date / [ Tvpe
~[B] Summary & Family History 04 Mar 2011 Clinic Letter 02 Mar 2011 03:51  Dr Alfred Gilbert Dr Lucy Ganders Entered by: Robyn Brooke
& Quick Glance 01 Jan 1800 Ankle pain ({75sF)
04 Mar 2011 Primary repair oftendon using
~ [ hew Journal lengthening procedure (FHA31)
L[] Read Code Journal {4) 04 War 2011 Discharged from hospital

-~ Medication (BHE.) )
i Repest Templstes 04 Mar 2011 Repair of tendo achilles

(7H420)
& Vacdnations

-0 Communications

Mr George Parry 06 Oct 1983 (27 v M
3, Queens Crescent, Lincoln, LN1 1LR

Befl Letter Sent
& tmnend Content

() show Journal Entry...

o Recalls
-1 Reminders
wammet | [Hoowas.] (G ] [
By Sensitivities & Allergies
PRI, e (9) B 00 o 014 () v et 15 . ehncns
e o unkonn

-l Pathology Reports
~Jugl Mumeric Results
Ml Wew Cause of Death

27 Sep 2010

(s — Dear S rMadem
s s

-l Letters w " L] Ra. Wr George Parr NHS Number - 922 364 4399 DDHD‘O\:HI!I
(=457 Communications & Letters (1) 7 Prothem Lioks 130 Sanaymaurt Road, Wath-Upon-Oearme, Ratherham
R P o
= Referral Tracking fepiaiie
Medication Chart,

()-8 Shared Care
e 07 war 21 1648 )

Tipe Coding
Treatment Primaryrapair of landon using gran
Disgrosis Injury ot Achies

TG Megicaton

Insrictions Nambier of Cays.  Adamional formation
= s et Suppsed
Lo Dt pies i Torzanoivaed 18
 vea Gioer
| rhopeedc Sug
=
it
L e
1 Ttern
Il o o0 oo [FPo ofo@Ee (o0 00 [0 o wr [EH®E @B 0953

You are also able to mark a letter as important from the patient record if the scan was not marked
as important during the Document Management workflow. To do this simply right click on the letter
and select ‘Amend Details’ and then “Priority Important’. Also on this menu you can amend the
letter type and the direction of the letter (incoming, outgoing or other).
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You can navigate through a patient’s scanned documents using the Previous Document and Next
Document buttons. This will cycle through the documents in chronological order and let you look
back at previously received documents.

Scanned Document Update:

["previous pocument | [ mextDocument | [ Jhoze |
PAR a (v

Address 57 Queens Crescent, Lincoln LN1 1...Phone and email Unknown

Bom 06-0ct-1983 (27y) Gender Male NHS No. 922 364 4399

/h, Alergies not recorded [£]

f5g LS18 5TN i
- f Tel. 0113 2050080

= Letter Detail

er Details Fax 01132050082

R Read Code
Repair oftendo achilles by tendon lengthening procedure
BE0IT)

Re. Mr George Parr NHS Number : 922 364 4398 D.O.B. 06 Oct 1983

B Sender Address
B Recipient Address Dr Sanders
1 Qakworth Road,
4 problem Links Keighley, M
R Read Code SS; : \;osﬂ;smre
Repair oftenda achilles (TH420)
R Read Code 27 Sep 2010
Discharged from hospital (8HE.)
Dear SirMadam

130 Sandymount Road, Wath-Upon-Dearne, Rotherham S63 7AE

Mr Parr was recently 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 Alfred Gilbert

Corretc date?

RB 07 Mar 2011 16:48

Reason For Admission M
<& Previous Mext = Type
Letter Details Treatment Primary repair of tendon using graft
Direction (@ Incoming ) Gubgoing () Other Diagnosis Injury of Achilles tendon

Date Exact date
Suggestions
Date [

04 Marz011 |
TTO Medication:

- Drug Instructions Number of Days  Additional Information
Supplied
Tramadol 50mg capsules  take 1 or 2 as directed 15 i

0 dates
Contact

@ clrically relevant ) Admin event

Type Clinic Letter =

Show annotations
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NEPATIENTOHN

The scanned document can also be viewed by right clicking on the letter image in the New Journal.

¥ SystmOne Gateway GP: Robyn B
Patint Appointments Reporting Audi Setup Links Clinical Tools workflow User System Help

el [l

% |
Search Discard Record Details Today Mext Acute

Mr George Parry 06 Oct 1983 (27 v M
3, Queens Crescent, Lincoln, LN1 1LR

() ) ) ) o) e i) ()

i)

922 364 4389 Appled

Start Consultation | |Next Event | |Evert Detals | | Patholagy M[Autn(nnsultatmn Settings

v [ E

New Journal

clinical | Administrative | &) B
B potert Home (1) [==o] (][] [t ‘customirer -|[F))&] []] seern -
[]..q Problems {1} Sun 07 Feb 1999 |Surgery: Robyn Brooke (Consultant) Rc}:v o
Summary & Family History RB Low back strain (Xa7mA)
)-8 Quick Glance Mon 02 Aug 2010 |Surgery: Robyn Brooke (Sons! "q)
Ifﬂ b g RBE Achilles degeneration (N22y]
Thu0f Jan 2011 | ** Care started at Shel
L] read Code Jound Thu8Jan 2011 [11:43 - Surgery. Rol S — Ll
- Medication . : . Lo e e i
iy Repeat Templates N \;}Current um‘“_""‘“
A Vaccinations Pasijfme Address: 3 QUBENS @ i e e
-0 Communications Fri 07 Jan 2 Sur Robyn Brooke (Consultar] R fewcode a q
] Recale RE k=|Clinic Letterto Dr Lucy Santers g umco. e S o o
W Reninders Fri07 Jan 2011 Syrgew Robyn Brooke (Consultar "’{f'm:::"'."““‘”"" mﬁ;“w“mm" e casants n-v nw
B, Sensiivities & Alergies RE Elschargeu fmn:thazpna\ (8HE.) { :ri:i::sm
rirmary repair of tencon using grajf e —— o 190 D 270 Sapiember 201/
Al pheloay Reports Sprain - Achilles tendon (#8253 (feeessman o o e e B 07 ar 2011 1648 )
J Wumeric Resuls Fri07 Jan2011  |12:02- Surgery: Rabyn Bragke (C Rekion FolAniasion
L Wew Cause of Death RE ALow back sirain (Ka7ma) ™. =
- Letters (2) achilles degeneration (N22yn) Cagronn o depbes moson
(1457 Communications & Letters (2) Fri07Jan 2011 [1215- Surgery. Robyn Brooke (C =
- Referrals RB TIO Mescaton
~ B Medication Chart e | b [ mﬂ ol imaideceec]
oo - Tramadel S0mg capsules  take 1orZandiecked 15

2 Yours Sincarly

Dr Aivea Giben
Orhopaadic Surgean

2 oo

4 Journal Entries (1 Selected)

o 0oo0oo0oc Eoo@@BEE o o o [FH@E

B ixmie ‘

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:
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Entered By

Event Done By

Initials

¥ SystmOne GP: Laura Mackintosh af

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

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.

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

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

=]
Task

Q

Search

L

Discard

E

Save

B

Record

O

Dekails

Today

K

Mexk

&

Acuke

(B (5 () () e (e ) () (e )

s [

[Start Consultationl [Next Eventl [Event Details] [Pathology] [Drawing] [Auto-ConsuItationl [Settings]

Clinical | Administrati\re|

@ | New Journal

----- g Patient Home

[]---W Problems {1}

----- Surnmary & Farmily History
(- CQuick Glance

----- ﬂ Tew Journal

----- D Read Code Journal {100
----- E Medication

----- £ Repeat Templates

----- & Vaccinations

B3 Communications

----- 6] Recals

----- 1] Reminders

----- B Sensitivities & Allergies
&-JJl Pathology Reports

----- i Mumeric Results

----- [l Mew Cause of Death

| | Dl | :CustomFmer

Sun 07 Feb 1995 |Surgery: Robyn Brooke (Consultant)

®)F)E) ] s

RE Lowe back strain (Kavrma)
Mon 02 Aug 2010 [Surgery, Robyn Brooke (Consultant)
RE Achilles degeneration (M2 2y

Thu 08 Jan 2011 | ** Care started at Shelton Gp Services (Applied) **

Thu 06 Jan 2011 [11:43 - Surgery. Robyn Brooke (Consultant)

RE %cceptance Flag Acceptance

{}Current Horme Address: 3 Queens Crescent, Lincaln LM 1LR
{}F‘ast Home Address: 3 Queens Crescent, Lincoln LMW1 1LR
Surgery: Robyn Brooke (Consultant)

RE Elclini Sanders
) 10 Jan 2011 |Surgy: Robyn Brooke ('COher' Community Health Ser\ricﬁ Entered By: Laura Mackintosh >
<| RBE Dischar al (BHE. ) (Ongaoing Episode)

Sprain - Achillegtendon (9253) (Ongoing Episode)
Primary repair of tendaon using graft (TH434)

Flease can youfheck the highlighted dose.

4=Feferral In fof Day Therapy Unit Brian House Inactive

Mon 10 Jan 2011

v v

v Event done by Entered By

Initials
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On the Patient Home you are able to see any scans relating to the patient which have not yet been
completed. By clicking View Image you will be able to see the letter, by clicking Scans to File you
will be taken to the Document Inbox or you can click Process Update to begin processing it.

" SystmOne GP: Laura Mackinto < - Patient | | o

Patiernt Appointments Reporting Audit Setup Links Clinical Tools Workflow User System Help

Mr G Parr 06 Oct 1983 (27 y) M
57r, s:::: cr:;am, Lincoln, LM 1LR
[E ? = @ > 922 364 4399 Applied, Shatton Gp Services

[Siarl Consunauun] [Next Evem] [Event Detans] [F'Emu\ugy] [Auto-t:onsunauun] ¥ [ A

Record

Clinical | Administrative [@ Patient Home A
B, pationt Home P continue | [ B configure 1
&8 biaor Active Problems — /A patisnt Status Alerts & Warnings a7
- Winor Active Problems (1) QOF- Test Action Mars 3
- A Inactive Problems (1) =
I summary & Fanily Histo — 9% QOF Alerts z
[+ Quick Glance Records - Summarise patientrecord  Action More

ﬂ New Journal Records - Racord ethnicil L —
Rec oking status  Action More

[T Read Code Journal (15)

=

— = seanstoFile
Clinic Letter, updated 27 Jul 2011 13:00, sentto Laura 1 Viewmage Process Update
Clinic Letter, updated 18 Feb 2011 15:27, sentto Marc Licata  View Image Process Update
Clinic Letter, updated 25 Feb 2011 12:45, sentto DrAndrew Leece  View Image Process Update

~—_

Uploading Documents Screen

The Uploading Documents Screen is located under Workflow > Document Management > Uploading
Documents.

This screen shows all the documents that are currently uploading to the server. If you shut down
the Gateway PC while there are still images in the queue, those images will be unavailable to other
users. Restarting the SystmOne Gateway PC will resume the uploading from where it was stopped.

¥ SystmOne Gateway GP: Robyn Brooke at Shelton Gp Services - Uploading Documents

Patient Appointments Reporting Audt Setup Links Clinical Tools Workflow User System Help

LR DL
Search Discard Save Record Details Today Mext Acute

CICENCOERROEGEBEE EIEISICIE

Wwhen images are imported into the scanning module, they are gueued up and saved to | |Speed limits.
the Central Server one at atime

07.30-19:00:4 Khis
Ifyou shutdown SystrOne while there are still images inthe gqueue, those images will 13:00-07:30:40Khis
be unavailable to other users. Restarting SystmOne will resume the saving from where
itwas stopped

Estimated time remaining

Batch Name: Batch Created Item Created Size Status

Robyn's Batch 2 28 Sep 20101358 The upload is not taking place onthis PC -
Michelle's Batch 28 Sep 201013:56 The upload is not taking place onthis PC

M - 2010/08/22 - 15:19:29 225ep 20101519 The upload is not taking place onthis PG

RB-2010/08/16 - 08:54.08 16 Aug 2010 09:03 The upload is not taking place on this PC

RE- 20100817 10:46:12 17 Aug 2010 10:4B The upload is nattaking place on this PC

Holly Test 10 Sep 201010000 The upload is not taking place on this PC

Robyn's Batch 2 06 Sep 20101518 The upload is nattaking place on this PC

MM - 2010/09/06 - 15:08:37 06 Sep 20101506 The upload is not taking place on this PC

R ; g'T ) y\)\ﬁ ! xiﬁi . g'T ¥ 3‘,‘ .,. 0 Rt
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Document Search

The Document Search screen is located under Workflow > Document Management > Document
Search.

On this screen you can search for any document using the following filters and options:

e Created

e Deleted

e Processed

e Staff member

e Sender name or organisation

e Recipient name or organisation
e Patient

By highlighting a scan and clicking on the Delete Document Updates button you will delete all the
forwards that were created and you will receive a message telling you to check the patient record
to ensure it is correct. The scan will then return to the Acquired Documents screen.

5 G Lo Wackinc Sl SRR Do N - = o5
Patient Appointments Reporting Audit Setup Links Clinical Toals Workflow User System Help
Q = . ﬁ ﬁ“ O @ @ Mr George Parr 06 0.c1 1983 (27v)M
Search T:k Discard Save Record Details Next Acute s e e ) 1T
@ % @ * 922 364 4399 Applied, Shelton Gp Services
|He(resh| [View Updates For Ducumerﬁ] [F‘rewew Ducumerﬁ] [F‘rin‘l Ducumerﬁ] [Save Document] [Delae Document Updates] & |E| E A

Search Oplions

between 27 Jul2011  ~|ana [27Jui2011 -] [CDeleted

(Created  ~|
h : by ¥ | Matched to patient WMr George Parr
Sender Filter Options Recipient Filter Options
Mame Name
Organisation Organisation
Batch ‘ Created # | Created By Patient Sender Recipient
RB - 27/07/2011 10:19 - Morning Batch 27 Jul 2011 10:19  Robyn Brooke Mr George Parr Dr Alfred Gilbert DrLucy Sanders -
The Phoenix Hospital Shelton Gp Senices
Y |
b4 ) @ ) @ ) @ :
- f | 1 . e | .
NS, | SR T VR |
A _ L) / - .
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To Delete a Scanned Document

Scanned documents can be deleted from the following screens as described below:

1. From the Workflow > Document Management > Acquired Documents screen, right click on the
image and select Delete page or use the icon next to the Batch drop down menu.

SystmOne Gateway GP: Robyn Brooke at Shelton Gp Services - Acquired Documents

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

Search Discard Save Record Det. Today Mext Acute

(o7 ma][> ]S )W) (v ] () ) ) ) ) @@ @/#]
custom =] FEEE
fad  owner [Robyn Brooke X &

Batch |RB- 07/03/2011 17:07 - Afiernoon
Restrict o my batches

e to import

Process Patient Document

m Duplicate Document

File In Document Library

Delete Page

Rokate Left
Add To Existing Batch
Office Mods Options v

wo

< 3

| 2 Documents (2 pages)
[ o o v o0 o eh@Eme Foooo (B0 o [H[#E(E EE17:07|
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2. From the Workflow > Document Management > Document Library screen, right click on the
image and select Delete image or use the icon.

[ SystmOne Gateway GPiLs i C= ol

Patient Appointments Reporting Audi Setup Links Clinical Tools workflow User System Help

Search Discard Save Recard Details Today Mext Arube

HOENOEERCEONND ) (@] ] @&
[ew image | [Copy Imags | [Printer Settings | [shaw Thumbnais |
Search Miscellaneo =
Searchon (@] Descrtions [ Coteguries () (8] ]
Include ] Deleted [ Unpublished (e 7 (Cate g I
Hospital Form Miscellaneous o

El A(tlv& Images Questionnaire Miscellaneous

& By Availability Swine Flu Information Miscellaneous

<[ By Category

‘o # Miscellaneous

Unpublished Images
-l Deleted Images

3. From Workflow > Document Management > Uploading Documents screen, right click on a
document and select Delete document. This will stop the document from being uploaded when the
Gateway is next opened.

- Systmne Gatevray GP: Loura Wackintodh ot Shlion Gp Services - Uploading Docurercs S g W | (5 e

Patient Appointments Reporting Audt Setup Links Clinical Tools Workflow User Systsm

Q[E| e O|le|®]| 8
Search Discard Save Fecord Details Today Mext Acute

) [) 8] [N ][] o] o (o) ] [ ) (I ) () @) @
Fciresh Delete Document |

Wwhen images are imported into the scanning module, they are gueued up and saved to | |Speed limits:
the Central Server one at atime.

07:30-19:00:4 Khis
Ifyou shutdown SystmOne while there are still images inthe queue, those images will 13:00- 07:30:40Khis
be unavailable to other users. Restarting SystrmOne will resurme the saving frorm where
itwas stopped

Estimated time remaining

Batch Name Batch Created ITtem Created I Size Skatus

Robyn's Batch 2 28 5ep 201013:58 The upload is not taking place onthis PC -
Michelle's Batch 28 Gep 20101356 The upload is not taking place onthis PC

MM - 2010/09/22-15:19:29 228ep 20101518 The upload is not taking place onthis PC

RE - 2010008616 - 08:54:08 16 Aug 2010 09:03 The upload is nattaking place an this PC

REB-20100817 10:46:12 17 Aug 2010 10:46 The upload is not taking place onthis PC

Holly Test 10 Sep 201010:00 The upload is not taking place onthis PG

Robyn's Batch 2 06 Gep 20101418 The upload is not taking place on this PC

A - 2010/09/06 - 15:06:37 06 Sep 20101506 The upload is nattaking place on this PC
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To Delete Updates for a Scanned Document

1. From Workflow > Document Management > Document Inbox screen, right click on an update
and select Delete Update to delete the specific update or right click and select “‘delete all
updates and reset patient document’ to delete all updates to the document and return it to
its original state.

[ systmOne Gateway |nls=) ]

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

> ST ST2 53
Search Discard Save Record Details Today Mext Acute

)0 [# [N (1) ) o) e ) () () () ) [ (] @ (o[
Shovs updates for between  28Dec 2010 ~| and [11Jan 2011 ~|
o T T OB G [7] Inchude deleted
) Me
- Includ leted
() Staff member [ el compet=
() User group
Updated © | From [To Patient | Flag [ nates Letter Type
11 Jan 2011 Laura Mackintosh Laura Mackintosh Mr George Parry o Clinic Letter -

< Delete Update >

Bulk Forward

View All Updates For Document
Delete All Updates And Reset Document

Retrieve Patient
#  Actions v

B Table 3

2.  From Workflow > Document Management > Document Search screen, right click and select
Delete Document Updates.

* SystmOne Geteriey GP: Laurs Mackintosh i Shelton Gp Service: - Dogument Search I W | = |t

Patient Appointments Reporting Audt Setup Links Clinical Tools Workflow User System Help

% 9 & ] & | 8
Search Discard Save Record Details Today Mext Arute
ORI GERE SN IRRIE (1] 0[] [

[iew Updates For Dacument | [preview Document | [Print Dacument | (5ave Dacument | [Delete Dacument Lpdates
Search Options

Scanned between 11 Nov2010 ~|and 11.Jan 2011 ~| [T Deleted

Created by + | Matched to patient

Sender Filter Options Recipient Filter Options

Hame Hame

Crganisation Crganisation

Eatch Created v Created By Patient Sender Recipient
CF - 2010011024 - 16:17:56 24 Nov 201016:17  Claire Parry r B Patient Mr B Patient Mr B Patient -
CP- 2010011424 - 168:19:32 24 Mov 201016119 Claire Parry Miz= J Blogos Shelton Gp Services Shelton Gp Services B
CF - 2010011124 - 16:20:33 24 Nov 20101620 Claire Parry Wy hlisial Crargntan, Mr Migel Crampton Mr Migel Crampton
CP - 2010011424 - 16:20:33 24 Mov 2010 16:20 Claire Pary p DN N Shelton Gp Semvices Shelton Gp Services
CP - 20101203 - 16:27:24 03 Dec 2010 16:27  Claire Parry W=l 2 R R = Mr Jonathan Hil Ruobyn Brooke

Preview Document Shelton Gp Services
CP - 201012003 - 16:31:38 03 Dec 2010 16:31 Claire Parry Print Document MrJonathan Hill Robyn Brooke
SRR Sheltan Gp Services
TWE 08 Dec 2010 09:00 MrThomas Sag Dr David Heseltine Mr Mark Gray
WS 08 Dec 2010 08:00 Mr Thomas 59 Dr David Heseltine Mr Mark Gray
TWE 08 Dec 2010 09:00 MrThomas Sara Retrieve Patiert Shelton Gp Services Mr Mark Gray
TWE 08 Dec 2010 09:00 MrThomas Sara Shelton Gp Services Mr Mark Gray
B Table »

h=a=4 2= %

. - .T = -
AN o
A " A Vg

&
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Suggested Workflows

tpp’

Go into the ‘Acquired
Documents’ Screen

Scan in your

record

Process documents

— > | ‘Document Inbox’

S
documents to perform OCR
Approved & filed
into the patients « | Forwardontoa

clinical coder

Now go into the

screen

If required a recipient can
annotate and add any

extra information.

Go into the ‘Acquired
Documents’ Screen

|

Scan in your
documents.

Forward on to

Process documents
to perform OCR

Now go into the
‘Document Inbox’
screen

If required a recipient

secretaries

Approved & filed

can annotate and add
any extra information.

Forward on to a

into the patients
record.

clinical coder.
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Bl 0t cPATIENTONERECORD ]

Go into the ‘Acquired
Documents’ Screen

Scan in your Process documents Send to multiple
_— > i
documents. to perform OCR recipients
Now go into the
‘Document Inbox’
screen
Approved & filed Multiple recipients can
into the patients | <—————|  Forward onto annotate the image and
record. clinical coders add any extra
information.
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