docman

delivering paper free care

Docman 10 Pre-Migration System Review

Prior to migrating to Docman 10, it will be beneficial for you to complete a few checks/reviews of the current state of
your Docman application. All the checks below are listed in a particular order to ensure the full effect of the review to
benefit your practice.

Using the Admin log in (or a user with sufficient permissions) you will need to review the following items in this
order. A user with working knowledge of the maintenance and configuration sections of Docman would be
beneficial.

User Permissions can be found in Settings > Maintain Lists > Users. Then click on the user's profile you wish to
change. Please ensure you save your changes.
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Permissions required for the checks required below:
Workflow:

a. Administer — Will allow a user to create/edit/delete views

b. Bulk Reroute Workflows — Will allow a user to move workflows to another user en masse.
Maintenance:

a. Modify Users — Allows a user to add/change the permissions/status of another user.

Edit User: "Adam Timms X

User Audit

Login  ADMIN1

Name  [*Adam Timms

Can Annotate Documents The save option wil
[ User must change password on next login become available when
g GHC Code = e tothe user
Administer
Role IT System Administrator E] [ User is Locked ACTIONS
Delete Workflows
1 perform sdministrative asks viin Docman. [ User is In-active } Copy User
Bulk Reroute Workfows
Receive System Notifications | No b Delete User
Remove from Group Workflows
[ User is Out of Office:
Clinical User I:l[] Add Shared Workflow Quickstep

Edit Shared Workflow Quickstep

Workflow Redirect User

CT—

Maintenance

Privacy Officer | Administer Lists
Recs Modify Users
Show Workflow Elapsed Time | Access Level | User Based Reports
Lowest=0
Administer System
Automatically Refresh Workflows | NO

*Adam Timms will not be able to access.
documents that have an access level

Log Support Calls

I —— (] . 3 )

NB: Please read through this document thoroughly,

assigned to them.

This applies to all documents within any
section

Reporting
Reporting Access

A BEAAAEA AAAAEAEA A

before attempting to make any changes.

If you do not feel confident to carry out these steps, please contact your CCG/CSU for further advice.
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Workflow & User Review

Step 1. Workflow tile > Manage tab: Move Workflows:

Check here to review the number of active workflows, in all users inboxes. Review the outstanding workflows
and who holds them, and make a note of any ex-users that need to be removed (also consider that workflows
may have been sent to a group, rather than an individual). Best Practice would be to clear down the active
workflows, ready for migration.

Teaching Hospitals m

HHS Trust

BREAST SERVICES Tr———
v Ghonmap v
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Tobo11 13168 Tekon  soen Fan 011827 1301

21

screen s, position snd spacing

intray columns 10 the defaul width

the workdlom processes by wsing thondion

(2.2)

Review the users with the quantity of active workflows.

re\miun List E I

*Adam Timms - 1 active workflow

“Dr Smith - 12 active workflows

Adrian Bennett - 14 active workflows
Alan Green - 35 active workflows
Daniel Olsen - 34 active workflows
Emma Jones - 13 active workflows
John Adams - 6 active workflows
Julia Peters - 1 active workflow
Molly Gill - 1 active workflow

Mr Brown - 22 active workflows

Mr Gardener - 22 active workflows
Mr Johns - 1 active workflow

Mr Taylor - 2 active workflows

Mrs Peters - 2 active workflows
Mrs Rodgers - 2 active workflows
Sarah Phillips - 1 active workflow

Select user to move workflows from Select Cancel

(2.3)

NB: For Reference only at this time.

You will refer back to this later, at step 6 to make changes.
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Step 2. Settings tile > Maintain lists tile: Workflow section - Recipient Groups:

Review the users in the current groups, i.e. remove ex-users from groups (and possibly add new staff into existing
groups)

Check the users in each group - Amend contents of groups as required by following the prompts on screen to
add/remove users.

B Maintain Lists
Fg Sections || pescrption
o — 2% Clinicians
o 2% Reception
Apps ws
2% summarisers
Filing
£, Templates
%, Inteliisense Templates
Lists
(s} Readcode List
0 Document Folders
Workiow
Y Recipient Groups
&) Comments
| Actions
%, Templates
= Quick Steps
() Views
Summariser
(s} Readcode List
kg Units
Scheduler
© OnDemand
L Stamps
& Predefined Messages & Replies
) 1 show Inac

(3.0)

Select a group, double click/or click edit at the bottom of the screen, follow the prompts to add/remove users from
the group as required. Click Save before exiting.

If a group is no longer used, do NOT delete or make the group inactive yet.

Take Care! . You cannot save a group with no members.
And, when amending users in groups, always click yes to the prompt 'Would you like the users to be reflected in the
active workflow list?"

Once the Groups have been reviewed and amended, move to step 3.
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Step 3. Settings tile> Maintain lists tile: Workflow section - Templates:

If your practice use Workflow Templates, please check these here to identify if any of the templates are going to
the wrong group/user (i.e. ex-users etc) & amend as necessary

B Maintain Lists

R Sections “ I Desciption Status
BackOffice £+ Usual 6P Published fActive
‘{uus ) £+ All Clinicians - High Priority Published /Active

£ DrPashley Published fActive
Filing

f» Templates

. Intellisense Templates
Lists

{a} Readcode List

0 Document Folders

Workiow
2% Recipient Groups
&) Comments

! Adtions

N o

= Quick Steps

() Views

i

Summariser
{a} Readcode List
kg Units

Scheduler
© OnDemand

L Stamps
& Predefined Messages & Replies
& Users

Add

—|| [ Re-OrderTempiates | [ Snow nactive

(4.0)

Check any templates and ensure they are current, and being sent to the correct user/group - Amend/Delete/Make
inactive as required.

Manage Workflow Template

Template

T
T N I R
Notes: ‘ ‘
Workflow Type @ iWorkflow O Sequential O Broadcast

Details

Send workflow to the following

1 s

& “Dr Smith

@ User

(1>

Dynamically defined route based on user
responses, actions and comments

e sent to *Dr Smith when

O Group
O Patients usual GP
O Patients registered GP

O Prompt for user

O Prompt for group
O Promptfor a user from a group

(O Prompt for a user or group

Copy

Save F12 Cancel

(4.1)

Please ensure that you check the Options tab to check for any priority/limitations to subsequent actions/due dates
and 'route before completion' settings.

Select a template, double click or click edit at the bottom of the screen, follow the prompts to check the recipient(s)
and options tab as required. Click Save before exiting.

Once the Groups have been reviewed and amended, move to step 4.
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Step 4. Settings tile > Maintain lists tile: Workflow section - Actions:

All actions need to be reviewed also. Actions are designed to be simple to use. Please check with Clinicians if
there are any they do not currently use. Remove any actions for ex-users or unused groups, and remove actions
no longer used.

Check that all Actions are being sent to the correct group/user - Amend/Delete as required. Try to limit any actions
that have 'Prompt for..." Settings, as these will not be as efficient as Actions with defined recipients.

[E Maintain Lists

F@ Sections “ N Description

| Appointment with DOCTOR
| Appointment with MIDWIFE
Add/ Change Medication
Filing Appointment with NURSE
f. Templates Read Code Highlighted

#, Intellisense Templates - Script Required

Lists | Repeat Test(s)

{a} Readcode List

O Document Folders

BackOffice
Apps

B[S [SE[<B

(]

Workflow

2% Recipient Groups
& Comments

5

#, Templates

= Quick Steps

[ views

I

Summariser
{a} Readcode List
kg Units

Scheduler
@ OnDemand

1 Stamps
& Predefined Messages & Replies

..‘Usm' | [ReOrderactions | [ age [ Eat |

(5.0)

Select an Action, double click/or click edit at the bottom of the screen, follow the prompts to check the recipients and
steps as required. Click Save before exiting.

Once the Actions have been reviewed and amended, move to step 5.
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Step 5. Workflow tile > Manage tab: Move Workflows:

After you have reviewed the details above you can revisit the Workflow screen and the Manage tab to reflect on
the outstanding active workflows. Now that the groups have been reviewed this should give a better idea of users
that can be made inactive and the workflows associated with their profiles.

Users' Workflow inbox must be empty if they are to be made inactive. Users that have left the practice, system &
generic users, and locums that will not return all need to be made inactive.

Review the remaining outstanding workflows in the relevant users - Move workflows from users that need to be

made inactive to users who will process the outstanding workflows.

(6.0)

You are now prompted to select a user to re-route from.

Select user to move workflows from x|

* ‘Administrator - 5 active workflow(s)
> Philip Black - 1 active workfiow(s) \

(Select user to Re-route from)

Pre-Migration Checks

(6.1)

Date Patient Document

Information m -

& !t TuosFer WA WHITE, Denier Temple (Mr|

Tha 06 Feb WA WHITE, Denier Temple {Mr|
Men 10F. Mon 10 Feb WHITE, Denier Tempie (Mr
Th 06 Feb WA VWHITE, Denier Temple (Mr)
Thu 06 Feb NiA VWHITE, Denier Tempie (Mr)

Cinical Lefter, E
Cinical Letter. £
Cinical Letter £
Cinical Letter, E
Cinical Letter, E.

Click Select
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(6.2)

Page 6 of 17



Choose the workflows to re-route and click Select. You are now prompted to select a user to re-route to. Choose a
user from the list.

select user to move workflows to x|

> [Doctor *" Do Not Delete " Pocket Emis.._.......J
> Andi Brown

> Dr Felicity Green
> DrJ Adam Smith
> Dr John Brown

> Dr Susan Brown
> Helen Pink

> Janet Jones

> Mary Smith

> Paul Pink

* Philip Black

(Select user to re-route to)

I el

Move § Workflows? e Move 5 Workflows?

Are you sure you wish to move workflows from *Administrator Are you really sure you wish to move these workflows?
to "Philip Black™?
This action will be irreversible without performing a database
restore.

Click Yes to confirm Click Yes to confirm
e ] *

1 Yes. No

(6.3)
The Move Workflows dialogue box opens, click Yes to confirm the re-route or click No to cancel.

Click on a user that you need to make inactive, you will have the option to move all the workflows, Click next, choose
a user that will have the selected workflows (you can only select another user using this tool, not a group), and you
will be prompted twice, and asked to complete a reason for the move. Repeat as required

Take Care! (6.3) A second dialogue box opens, as the action is irreversible without performing a database restore, it
is essential to check that you are confident in moving the workflows. Click Yes to confirm or No to cancel.

Select your pre-defined reason from the list that appears or add your own freetext reason (if no pre-defined reasons
are shown).

Please choose the reason for moving workflows x|

reason for moving wor
> {USER ON HOLIDAY.
5 Other Reason

Select a pre-defined reason
or add your own.

DOCMAN

Intray moved successfully

Maved 5 workilows

Click Close

(6.4)

A dialogue box appears, advising you that the contents of your workflow intray have been moved successfully. Click
Close.

Once the Workflows have been reviewed and amended, move to step 6.
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Step 6. Settings tile > Maintain lists tile: Users:

You are now ready to ensure that the ex-users are marked as inactive.

Review Users that need to be made inactive

i=| Merge Templates

() Predefined Messages & Replies

Print List

(7.0)

This displays all active user accounts set up within Docman. Double-click the user’s name in the list, or click their

name then the Edit button, to open the Edit User window.

5 Maintain Lists

IEj Sections User Name | UserID | Outofofice |

» BackOffice

# Apps

» Filing
& Templates
[T Intelisense Templates
Lists
{a} Readcode List
3 Document Folders

> Workflow
222 Recipient Groups
) Comments
E] Actions
2 Templates
__| Quick Steps
B Views

» Summanser
{a)} Readcode List
kg Units

L Stamps
Merge Templates

C) Predefined Messages & Replies
.

=)

L administrator

A Andi Brown

A DrDavid Kildare
& DrFelicity Green
A DrJ Adam Smith
L Dr John Brown
& Dr John Smith
2 DrSusan Brown
2 Helen Pink

L Janet Jones

A Janet Smith

& Mary Smith

A Paul Pink

A Pauline Plum

A Peter Black

L Pnilip Black

L Priti Patel

2 Samusl Winston
& Steven Jones
A Stewart Black
A valda White

[[] Show Inactive Users

ADMIN
ANDI
DAVID
FELICITY
ADAN
JOHNE
JOHNS
SUSAN
HELEN
JANET
JANET2
MARY
PAUL
PAULINE
PETER
PHILIP
PRITTI
SAMUEL
STEVEN
STEWART
VALDA

No
No
No
No
No
No
No
No
No
No
No
No
No
No
No
No
No
MNo
No
No
No

Add i Edit )
=

Close

(7.1)

Click the Security tab, then tick the User is In-active tickbox. Click Save.

Edit User: Dr Felicity Green

Security

[C] User must change password on next login

Change Passward

The user password was last changed on 08/01/2014

Sections
Administer

Add ltems

Groups

User Permissions

=
=

Tick the "User is In-active" tickbox,

[ Usgy ed

[] User is In-active

then click Save to save the changes

Doct

The save option will become
available when changes
have been made to the user

« Save

ACTIONS

b Copy User
b Delete User

(7.2)

After clicking Save, Docman returns you to the user list. You will notice that the now-inactive user no longer appears
on the list; inactive users are hidden from the list by default, to make user maintenance and organisation easier.
Add a reason if prompted. Continue until all ex-users have been marked as inactive.
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Step 7. Settings tile> Maintain lists tile: Workflow section - Quicksteps:

Checking the Quicksteps will enable the practice to review the usage and again tidy up any unnecessary/unused
items. As with Actions, please ensure that you discuss this with the Clinicians as they will be the users of the most

Quicksteps.
Additional options are available when creating or editing a quick step.

Quicksteps are used to save users button clicks and time. Please review these on that basis.

o)

Select who can see and use the quick step

© Ve only ® Emrpon O Grosp
Vitke Gk 5205 4+ M0tae 10 91 O § 4THN I RGW

Group
Only a specified
group can see and
use the quick step

A prompt to select
the group appears

Me Only
Only the user setting
the quick step up can
see and use it

Everyone
All users can see and
use the quick step

(

b 0

-

(8.0)

NB. To be able to use, and view, Quicksteps you may need to put the user profile you are using in the groups to see
if any Quicksteps have been set to that group. For any quicksteps visible, click edit to see the available fields.

To edit groups, please refer to step 2.

NB: Please do not create any NEW Quick Steps prior to your migration, as these will be discussed & configured
with your Docman trainer.

Pre-Migration Checks
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Step 8. Settings tile> Maintain lists tile: Workflow section - Views:
Workflow Views: These are not as high priority for ensuring a tidy system, however they will need to be reviewed.

Review the views available to All Users/Groups. Check if they are all current, and not now showing inactive users.

[ Maintain Lists ==

R Sections N Description User

[ Documents with actions Everyone
[ My workdlows with actions Everyone
[ Reception Everyone
[ Active high priority with actions Administrator
[ Show all workflows Administrator

BackOffice
Apps

Filing

#, Templates

#+ Intellisense Templates
Lists

{a} Readcode List

) Document Folders

Workflow

A% Recipient Groups
& Comments

% Actions

4 Templates

[ Quick Steps Waorkflows where there is an action linked
ml The documentfiling section is Patients
Complete workflows only

m

Summariser
{a} Readcode List
kg Units

Scheduler
@ OnDemand

1 stamps

£ e

(9.0)

NB: Please do not create any NEW views prior to your migration, as these will be discussed & configured with
your Docman trainer

Pre-Migration Checks
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Filing Review
In addition to the details above, it would also be beneficial for you to review the content of the Filing screens to

streamline your current processes, alongside any potential benefits also associated with Docman 10.

In your current system, you are able to add content to the filing structure as you file. This is not possible in
Docman 10, therefore there needs to be a logical structure to the filing lists.

The filing lists are used by users that do not use Intellisense, or for handwritten documents. These lists can get quite
busy, and items can easily be duplicated, or simply entered into the wrong lists.

Step A. Settings tile> Maintain lists tile: Filing section - Lists:

Review the list items and amend if required. Ensure the content is not duplicated, or in the wrong lists. Folders are
allocated to Admin/Dept/Result lists.

Click into the Heading, Click on an entry that needs to be deleted, click delete. Repeat. This has to be done per entry.

Filing Lists: Without intellisense, the filing process uses templates and lists to categorise documents. When a
document is filed, Docman prompts for a selection from the filing templates list. Additional selection lists appear
based on the template selected. In the example below, the Clinical Letter template is selected. This template
prompts the user to make selections from the Hospital and Department lists to categorise the document.

Filing template: Clinical Letter

Filing template: Clinical Letter

Admin Letter -
Chapel Allerion Hospital

Leeds General Infirmary
Pinderfields
Seacroft Hospital
Spire Methley Park Hospitd
St James University Hospit
‘Wharfedale Hospital
Whitwood Hospital
{Out of Area Hospital}

Antenatal
Audiclogy
Cardiclogy

Care of the elderly
Dermatology
Diabetes

Dietician
Endocrinology
ENT
Gastroenterolog

Discharge Summary|
Opticians Lstter
Result

(10.0)

Click Settings on the Docman main menu, then click Maintain Lists.

Pre-Migration Checks
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[ Maintain Lists
ER Sections “ R Filing List Heading Items Section
BackOfice Administration 7 Patients
Apps Depariments 7 Patients
Hospitals / Clinics 9 Patients
Filing Letter Types 6 Patients

& Templates
Ja-imielligense Templates

0 Document Folders

Workflow
A% Recipient Groups

m

Results
Unscheduled Care

Patients
Fatients

= Comments
2| Adtions
i+ Templates ltems for heading: Administration Folder
%‘] Quick Steps + Benefits Agency Administration
L Views » DVLA Administration
- ¥ Insurance Insurance Reports
Summariser
(o} Raadcode List ¥ Letter from Patient Patient Supplied
kg Units P PMA Administration
¥ Salicitors Administration
Scheduler
@ On Demand
Maintain Lists Close Toolbar 1 Stamps i _
erge Templates AddHeading |[ EditHeading | [ Additem || Edititem | [ close |

(10.2)
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Ensure the totals are manageable, the list below is a ‘best practice’ list of the totals for each heading:

e Admin - 20-40 items (e.g. DVLA, Solicitors, Consent Forms, Letters from patients, Blue Badge info etc)

e Letter Types - 10-15 items (e.g. Discharge Summary, DNA, Letter from Consultant, Results, Letter from
Opticians etc)

e Depts - 80-100 items (i.e. actual departments where patient has been seen)

e Results - 30-50 items (Haematology, Radiology/XRay, Mammography, ECG/EEG etc)

e Hospitals/Organisations - will vary due to your location (i.e. this list should contain your local hospitals only
—all others should be under the “out of area hospitals” heading)

e Out Of Hours - 5-6 items (e.g. 111, ‘gotodoc’, Walk in centre, A&E, Out of Hours Centre etc)

Editing or Deleting Filing Items:

To edit an item, highlight the heading the item appears under, then highlight the item, then click Edit Item.

B Maintain Lists =3

B Manage Filing List kem

Manage Filing List item
ER Sections

= pitmtistreaing trerms o
BackOffice Administration 7 Patients )
Apps 2 Baisri
Hospitals / Clinics 9 Patients
B R B R . R Patients Section: Patients
! To edit a filing item, highlight the heading...
[ Lsts

The Description, Folder or
Search Code can be changed

Patients ListHeading

{a} Readcode List

o Document Folders Description
Workflow Folder. Social Services E]
_..highlight the item... Search Code

for heading Folder

[ Quick Steps

9 Views | oo aener Pt The item can be copied as a basis for a
new item, or deleted from the item list

- » Insurance Insurance Reports
Summariser :
{a} Readcode List :‘:ﬂ“e'””’" Patient Patient Supplied

ka Units
[ social Senice:
it

Scheduler

...and click Edit ltem made, click Save

—

‘ To save any changes

Copy || Detete |

dHeading || Edit Hea Edititem [ Close

[

{(Comie Yoo

(10.3)
Editing or Deleting Filing Headings:

NB. Folders: Once all the items have been managed, the totals should reflect the above items a little closer. For all
items in the Admin/Department/Result headings, these all need folders allocating.

To Add a Folder: Click on an entry without a folder, click on the dropdown option, click on a relevant folder from the
pop out window. Click Save. And repeat.

Take extra Care! : To delete an item from a filing list, go to Edit Item and click Delete. Do not use the Delete option
under Edit Heading for a single filing item, as this will delete the heading and all items that appear under the
heading. This is not reversible and will require the heading list to be rebuilt manually.

NB. Deleting entries from these lists will not affect any documents filed using any entries prior to their deletion or
editing.
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Step B. Settings tile> Maintain lists tile: Filing section - Templates:

Do you use templates regularly? Amend if required. Empty templates, or items that prompt a user to pick from lists
for all fields will mean more manual work for users in Docman 10. Focus on populated templates.

Manage Filing Template

Configuration

EditFiling Template- Clinical Letter

Template Name: linical Letter]

Section: Patients

Event Date {Prompt The User} E]

Description; {Free Text} B Clinical Letter Select Pick

M{From A List} B List: Hospitals / Clinics
Department ((me A List} E] List: Departments

Person: {Free Text} B

Folder {Linked to [Department]} B Select

Notes

Workflow: B Clear
Clinical Entry: <None> B Select Clear

B Maintain Lists

B Maintain Lists

F Sections “§ Filing List Heading
BackOffice Administration Filing List
o Cr— o et tane_ sekn
ospitals / Clinics -
Filing e = BackOffice d v
&, Templates Results Apps -
E EHHeop
#, Intellisense Templates Unscheduled|Care Filing Letter Types 6 Patients
. %, Templat [ Results 12 Palients
{a} Readcode List 5+ Templates
Document Folders &, Intellisense Templates Unscheduled|Care 6 Patients
= Lists
Workflow {a} Readcode List
2% Recipient Groups L o Document Folders
Comments
f Actions. Workflow
%, Templat = 2% Recipient Groups =
by Templates ltems for heading: Hospitals / Clinics = Comments
= Quick Steps N a,
o views Chapel Allerton Hospital 2 actions
® Leeds General Infirmary &, Templates lters for heading: Departments Folder =
Summariser ¥ Pinderfields [E Quick Steps » ALE AZE H
Y y v = v =
{a) Readcade List ; gzizrf"‘ezf;p::‘rkHusp‘ta‘ L Views » Antenatal Obs Gynas
kg Units . N
¢ + StJames University Hospital Summariser . 2“:;";"? éu;:l;:sy
Schedule ¥ Wharfedale Hospital {a} Readcode List ay ay
& ono + Whitwood Hospital kg Units * Care ofthe elderly Care of the Elderly
@ onpemene » .0 ‘( fn: ;splat I » Dermatology Dermatology
1 sk {Outertvea fopial Scheduler P Diabetes Diabetes & Endoc.
amps
Wer epTem lates AddHeading || EditHeading [ @ onDemand » Distician Digtician
ek " = * Endocrinology Diabetes & Endoc. -

1 Stamps

= Merge Templates Add Heading “ EditHeading |

[ Adarem || Edititem | [ close |

(11.0)

Templates that are populated will be more useful in Docman 10. The above example shows from a list prompts, free
text fields will give better, more refined results in Docman 10, and will be useful for handwritten letters.

As all users will have access to Intellisense in Docman 10, the clarity of the Intellisense templates will be more
beneficial.

Pre-Migration Checks
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Step C. Settings tile > Maintain lists tile: Filing section - Intellisense Templates:

Review the configuration of the templates. Keywords/Configuration of the template fields will be key to Docman 10
success for filing.

B Maintain Lists

Filing Intelli:
g Sections N Template Name Section Keywords B
JE— fis Admin: Benefits Agency Patients benefits agency =
Apps é. Admin: DVLA Patients wa->
s Admin: Insurance Patients Insurance >
Filing fi» Admin: Social Senvices Patients Social Services >
#. Templates ths Admin: Solicitors Patients Solicitors -= L
se Templates &, Department Accident & Emerg... Patients A& E - ccidentand &
%, Department Antenatal Glinic ~ Patients Antenatal >
{2} Readcode List #» Department Audiology Patients Audiology >
O Document Folders &4 Department Back Pain Clinic ~ Patients back pain dlinic >
s Depantment Breast Clinic Patients breast clinic
or #» Department Cardiology Patients Gardiolagy > Gardiolo
Recipient Groups _ || & Deparment Chiropody Patients chiropody == chiropodis..
Comments [ . Department Dermatology Patients dermatology > dermat..
Actions &4 Department Diabstic Clinic ~ Patients Diabefic -» diabetes -»
Templates #» Department Family Planning  Patients family planning -
Quick Steps &, Department Fracture Clinic ~ Patients fracture clinic >
& Views %, Depariment Gastroenterology ~ Patients gastroenterology = ga.
e %. Department General Medicine  Patients General Medicine =
(2) Readoode List & Department General Surgery  Patients General Surgery
kg Units &, Department Genito Urinary Gli... Patients STD > Sexually Trans
#» Department Gynaecology Patients Gynaecology > Gynaec..
Scheduler f1» Department Masillofacial Patients Waillofacial -=
@ OnDemand &4 Department: Mental Health Patients Hental Health -=
f» Department Nephrology Patients Nephrolagy - Nephrol
1 stamps #» Department Neurology Patients Neurology > Neurologi -
5 Predefined Messages & Replies
2 Ueer 5

(12.0)

Intellisense Templates are used by the Intellisense filing system to decide on a filed document's details, based on the
text detected in the letter. New templates may be added, or existing templates edited or deleted.

Click Intellisense Templates (12.0) to open the list of Intellisense templates.

i Maintain Lists ==

Fiing Infelisense Tempiates

53 Sections. . . Keywords 2|
Selecting Intellisense Fatients  Nephralogy = Nephrolagist =
» Backomice Templates opens the Patients Neuralogy > Neurologist >
[# Apps 3 Patients Neurasurgery -» Neurasurgeon
tem p late list Patients obstetrics -» obstetrician ->
» Filing 3y Patients Oceupational Therapy -
& Templates Patients Oncalogy -> Oncologist >
Intelliserse Templates Patients Ophthaimology -> opthalmologi.
Liste Patients Orthopaedics -»
{a) Readeods List Patients Pasdiatrics - Pasdiician -»
& DocumentFolders Department Pain Management Patients Pain Management >
[ Department Physiotnerapy Patients Physiotherapy -> Physiotherapis
) [ Department Plastic Surgery Patients Plastic Surgery -
» Workflow Department Podiatry Patients podiatry -» Podiatrist-> | ]
s Recipients l Department Psychialry Palienis  Psychiatry > psychialrist =
L] Actions & Comments Department Psychology Patients Psycholagy -» psychalogist -=
o views Department Radiology Patients Ragiology -> Radiologist >
Department Renal Medicine Patients renal elinic -» renal medicine -»

Summariser
{a} Readcode List
ka Units [Z8 Department: Urology
Depanment Vascular Surgery
g

Respiratory >
Patients Rheumatology -> Rheumatologi

Open a template
for editing by
double-clicking...

L stamps

=] terge Templates

[C) Predefined Messages & Replies
& Users

...or create a
new Intellisense
template by
clicking Add

Ra] = xra) = Xraj =
nhs direct >
Out Of Hours

(e [ Em Oose |

(12.1)

Double clicking a template presents the template configuration. It is possible to edit an existing Intellisense template
from here. (Single-clicking a template and clicking edit also opens the template and displays the template
configuration)

B Manage Intellisense Template X
Configuration

EditIntellis, ‘emplate - Depariment: Respiralory

Template Name:  |[LEFEULETREEE

section: Patients

Description [Free Texg i

Organisation ‘(Frss Text} H

Department ‘(Frss Text) | ‘Respimlory

Consultant ‘(Free Text} H

Folder [Pre-Selected | [Respiratory

Clinical Entry 9M2g. - Seen by respiratory physician

Copy Delete Save F12 Cancel

(12.2)

Pre-Migration Checks
Copyright ©2000-2017 by PCTI Solutions Limited Page 14 of 17



Best practice examples of Hospital, department, result & letter type templates:

Hospital (12.3) Department (12.4) & Result type (12.5) templates:

Intellisense Templates

Configuration IS Keywords
Section: Pasent
Description {Free Text) Clinical Lefter
Organisation  (Free Texy Frimiey Park Hospital

Department {Free Tex))

Person {Free Tex))
Folder: {Pre-Selected)
CanicalEntry:  (Pre-cefined) <ione>

Template Name:  Hospital: Fnimiey Park Hospital

[ et ik
[T sect By Pk
3 sewct By pit
[ senct Ry Pk

[3 Select € Cieor

(12.3)

r
Intellisense Templates

Template Name:  Department Dermatology

" Configuration 1S Keywords
Section: Patient

Description {Free Ted}

Organisation {Free Text}

Department {Free Text) Dermatology

Person {Free Text)

Folder: {Pre-Selected) Dermatology

Clinical Entry:  (Pre-defined) 9N1S. - Seen in dermatology clinic

[T Select Ry Pk

- R bk

- R bk

(7] seiect Ry pick
v

[ select € Cear

===

Template Name:  Result Cyiology
Configuration 1S Keywords

Section: Patient

Description {Free Teit) Result [ seect " Pk
Organisation {Free Tex] 7] sewct B pick
Department {Free Te] Cytology [ seiect Fa Pick
Parson {Frae Ted) [T Seiect M Pick
Foider: {Pre-Selected) Criology w

Clinical Entry: {Pre-defined) BE0C. - Result Seiect I Clear

Pre-Migration Checks
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[ Manage Intellisense Template

Configuration

Edit Intellisense Template - Letter: DNA Letter

Template Name: |Letter: DNA Letter

Section Patients

Description [iFree Texy | [ona Letted || seleat Pick

Qrganisation ‘(Fres Text} ‘ | ‘ Select Pick

Deparment: ‘(FTEE Text} ‘ | ‘ Select Pick

Consultant: ‘(Frss Text} ‘ | ‘ Select Pick

Folder ‘(Preielected} | ‘ ‘ Select Clear
Clinical Entry; {Pre-Defined} 9N4H. - DNA hospital appointment Selact Clear
Copy Delete Save F12 Cancel

(12.6)

An example of a Letter Type template. Popularly used for DNA letters and Discharge Summary’s.

r N
Intellisense Template. )

Keywords can be added, renamed or
removed using these options

Template Name: Depariment. Respiratory

Configuration IS Keywords

.Q Use keywors to detect unigliie words or phrases when ying the Intellisense filing method
This procefs enables the fystem to automatically sugdest filing criteria

P - ¢

ab| Add Keyword  alb Rename Keyword <. Remove Keyword

Respiratory

All the keywords for this
template are listed here

To detect a match - O All words must be detected.
(® Any of the words can be detected.

(12.7)

Intellisense provides further options for keyword matching when multiple keywords are in one template. You can
configure the template to suggest the filing match when one or more of the words appear in a document ("any of
the words can be detected"), or you can configure the template to only suggest the match if all the keywords are

present in the document ("all words must be detected"). "Any of the words" is selected by default.

A A A Py A Ao P
i To detect a match - (O All words must be detected.
(& Any of the words can be detected.

¥ (12.8)

Click Save to retain the changes made to the template, or Cancel to revert the template back to its original state and
remove the new keyword.

NB: Keywords need to be specific to the template. Avoid generic words, such as ‘department’, ‘hospital’, ‘NHS’,
‘result’, ‘report’. Using postcodes, hospital names and specialty names will aid Intellisense finding the correct
templates.

Pre-Migration Checks
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A NOTE ABOUT FOLDERS:

In your current system, you have been able to add new folders as you file, which will have potentially resulted in
duplicate folders, and sub-folders within sub-folders, which have also been duplicated.

It is no longer possible to add folders as you file in Docman 10, therefore there needs to be some logical thought
to the folder structure.

Take Care ! The details below explain how you might tidy up your existing list, however, if you do not feel
comfortable doing this, the Docman trainer will talk this through with you, and will assist, if time allows.

The folders in Docman 10 will look clearer and work more efficiently, if there are no sub-folders.

Document Folders

[ Maintain Lists

[ Manage Document Folders

Eg Sections N section Folders Manage Document Folders
Backofice EgPatients 49
Aops Secured Documents 18
Surgery Documents 14
i Insurance Reports
Filing
. Templates Patient Supplied
% O Alied Professions
£, Intellisense Templates wa proes
Lists -
{a} Readcode List Occupatienal Therapy )
Document Folders - Physiotherapy 3
° - Podiatry
- Social Senvices
Workiow
Audiol
A% Recipient Groups O Audiology
& Comments 3 0O ENT
[ 0 Medicine
! Actions e
#, Templates Car m'x:sv .
= Quick Steps are of the Elderly
[ Views Dermatology
. Diabetes & Endocrine
Summariser Gastrointestinal
(s} Reacode List - General
kg Units Haematology
) - Neurology
Renal
Scheduler
@ On Demand Respiritory
Rheumatology
1 stamps O Wental Health
& Predefined Messages & Replies
s L G P s T

To add or edit the folder list for a section, highlight the section and click Maintain.

The default document folders are arranged in a hierarchy. Top-level folders provide a general category, with more
specific lower-level folders underneath them. Top-level folders can be selected during filing or used as a way to
group the specific lower-level folders.

To add a folder, click Add.

To rename a folder, highlight the folder and click Rename.

To move a folder to another location in the hierarchy, highlight the folder and click Move.

To delete a folder, highlight the folder and click Delete.

Pre-Migration Checks
Copyright ©2000-2017 by PCTI Solutions Limited Page 17 of 17



