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Comparing Daybook to Vision Tasks

This comparison guide is 
designed as a quick overview 
of the differences between 
using Vision 3 Daybook and 
Tasks as your task 
management system.



Comparing the old to the new
Accessing Vision Tasks

Daybook
Select either

• Daybook from the Vision 3 front screen:

Or

• Select a task from the My Daybook Tasks pane:

Tasks
Select either

• Tasks from the Vision 3 front screen:

Or

• Select a task from the My Tasks pane:



Comparing the old to the new
Notification of Tasks and Announcements

Daybook

• Relies on you spotting new tasks from the 

Vision 3 front screen or from the To do screen.

Tasks

• Once Tasks is open, notifications display on the 

user profile:

• A single click on the user profile and 

notifications display.

• A red alert displays on Tasks on the bottom 

toolbar to notify you if you have Tasks running 

in the background:



Comparing the old to the new
Main Screen

Daybook
• Select the task you want to view:

Tasks
• Select the task you want to view:



Comparing the old to the new
Creating a Task

Daybook
• Select the type of task you want to create:

• To select a Template, choose from the list or 

select More… from within the task:

Tasks

• Select New task to create any type 

of task.

• Select Templates to select from your 

template quick list: 



Comparing the old to the new
Creating and Receiving Task from other Organisations

Daybook
• Not possible, this must be done outside of your 

clinical system and then where appropriate 
recorded to the patient record.

Tasks

• Sending tasks to other organisations - Select 

the other organisation from the Recipient list:

• Receiving tasks from other organisations - Tasks 

received display in Unassigned for allocation 

by system administrators:

Note - A Sharing Agreement must be set up 

before this facility is available.



Comparing the old to the new
Populating a Task

Daybook Tasks



Comparing the old to the new
Processing a Task

Daybook
• Select the task you want to process:

Tasks
• Select       to edit, reject, delete or complete 

the selected task:

• Or use Conversation to send a message to the 
task originator and/or Activity to record action 
taken:



Comparing the old to the new
Viewing an Attachment

Daybook
• From the task, select View Document:

Tasks
• With the task highlighted on the left, select the 

attachment to view it:



Comparing the old to the new
Creating an Announcement

Daybook
• Select Announcement from the toolbar:

• Complete as required:

Tasks

• From the Announcement screen, select New 

announcement and complete as required:



Comparing the old to the new
Notification of Announcement

Daybook
• Relies on you spotting new announcements 

within the Announcements pane of the Vision 3
front screen or by opening Daybook itself.

Tasks
• When a new announcement is received the 

announcement count on your Task screen 
increases. If there are any unread 
announcements the count badge displays in 
red:

• An unread announcement has it’s title in bold. 
Once viewed, it’s title automatically reverts to 
normal text:



Comparing the old to the new
Adding an Out of Office Notification

Daybook
• Select Maintenance – Out of Office

• Select Add and complete:

• When you select a recipient with an out of 
office set:

Tasks
• Select Settings and then Out of office, 

complete the details required:

• When you select a recipient with an out of 
office set:



Comparing the old to the new
Audit Trail

Daybook
• You can look at the audit trail for an individual 

task only, each task displays full audit trail on 
it’s History tab:

Tasks
• The Task Audit utility allows you to interrogate 

all tasks for auditing purposes:



For full details, see the
Tasks Help Centre

http://help.visionhealth.co.uk/tasks_help_centre/Content/Home.htm

