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Comparing Daybook to Vision Tasks

This comparison guide is ‘ﬁ
designed as a quick overview

of the differences between

using Vision 3 Daybook and

Tasks as your task

management system.
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Comparing the old to the new

Accessing Vision Tasks

Daybook Tasks
Select either Select either
+ Daybook from the Vision 3 front screen: * Tasks from the Vision 3 front screen:
Or E Or g
Daybook Tasks

- Select a task from the My Daybook Tasks pane: | ¢ Select a task from the My Tasks pane:

Reception closure on 4th May
NO PATIENT .
Eractice roffes day 22/05/2000:30 ll X’/f eg e I
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Comparing the old to the new

Noltification 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:

\" ® Richard Linden

L
—

Mew Task Y
Reauthorise Medication ASAP

+ Assingle click on the user profile and
notifications display.

- Ared dlert displays on Tasks on the boftom
toolbar to notify you if you have Tasks running
in the background:
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Comparing the old to the new

Main Screen

Daybook Tasks

- Select the task you want to view: - Select the task you want to view:

/_\I Wision Daybock. =

o, — v © (®) New task Templates

e} ' )
O i w» 4 B s & s 98 task(s) : Y
Task  Teskforme Anncuncemert | Task | Adion 3 Dl e dppontment £ conkact deta
Hewes 1 1 "ElPl.‘SSII'lHH‘t_ Paftient:

Toda | Tasks Fve tsmued | Tasks Tve Actoned | All Cutstandng Tasks | Tasks for Patient. | aneourcoments fve Sent |

Srioer Lasks sasigned bo:  He and al Friy groups - G} Fiter: -

S| Cosrption | brm Bate | tssigrad To | tsmmd iy | mmden |l Acredn | Paers Follow up visit 1 mth overdue :
-] phone o bangmre ts__ 25/0S/2016 System Supervis Syttem Superve P0S2016 08 ISASZ0IB094T Faven Dake . :
@ Contsct detsds chack_ 24/052016 Syitan Supervitos Systen Supervsce  JUOA/IE 11 Ahce St COOPER SMITH, Rita (Mrs) @

("] Sl ellows Caiid O4FENE Sytham Superati Syhen Supenase  204PMETN Clase: Sevathe

@ ColMeJonesatkings 2206016 Syiten Supereinin Sytten Superveer  Z2B201E 10 Sincey Batbage

Medication Review 1 mth overdue
GREEN, Matthew (Mr.)

Clinical Data Delet... 2 mths overdue

RIS BATIER T

) FA

Clinical Data Delet... 2 mths overdue

W T T
N PA

Description | Sen: by Serk on Paiient Effecive

Deducted patient... 2 mths overdue

RIS BATIER T

) PATIE

Deducted patient... 2 mths overdue

MO DATIERT

) FA

Deducted patient... 2 mths overdue

M DATIERIT
\ PATIEM
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Comparing the old to the new

Creating a Task

Daybook Tasks

- Select the type of task you want to create: . Select New task | @ Newtask | 15 ~reqte any type
of task.

— @ A © | . Select Templates =™ ¥ | {5 select from your
template quick list:

(*) New task Templates v

- To select a Template, choose from the list or
select More... from within the task: - 5 task(s) Reauthorise Repeat

Referral letter

Home visit
Monday morning t... 27-
NO PATIENT Book appointment
: _
Book an appointm... 27 Community Referral
Based upon template: - | More, .. | SREEVALSAN, .ﬁ\ﬂgElO {Mr}
Add / Remove ...
i I o - Task for today 27| More..
Issuedby: e - TRAMN, Tracey (Mrs.)
GP Training 26-Feb-2018 »
B A TTCRIT L]
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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.

4

Tasks

- Sending tasks to other organisations - Select
the other organisation from the Recipient list:

Ot of Hours
Excterna argan =3tion

* Receiving tasks from other organisations - Tasks
received display in Unassigned for allocation
by system administrators:

6  Unassigned

/7 Note - A Sharing Agreement must be set up
before this facility is available.
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Comparing the old to the new

Populating a Task

Daybook Tasks

Issuing New Task

= New Task

From Richard Linden ( Edit )

Based upon template: - | More. .. |

b

Drescription: Repeat Reauthorise
Recipient(s) Required

Issued by: Me -

¥ attached to patient:  Alice Smith %| Changs Patiert. ..

r on completion, add Subject Required
to medical history

™ attached to document

Description
r atify me, when task is complets

1000

Due  26/02/2018 - &t -|: 000

Attach patient

Please note: you may not edit or delete attached patient links once they have been saved to a task

Priarity: (o Urgent * Mo priority escalation Attachments
{* Routine ™ Escalate priority, if not completed by: 26/02/2018 23:59
Attach
 Low
o Dactors; | choose. Category Due Date/Time e Required
23 -Nov-2022 23:59 =
D This task is sensitive D Urgent D Make urgent when overdue
Comrnenkts: Can vou reautharise all the repeat medication For this patient please? ;I
D All recipients must complete
LI D Notify me when complete

D Create another

] | Send Cancel

Ok || Another || Cancel
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Comparing the old to the new

Processing a Task

Daybook Tasks
« Select the task you want to process: « Select |*|to edit, reject, delete or complete
the selected task: O
© />R & DY b
Add Commer t  Edit FReissuz Withdraw Wiew Documen L | Reject  Complete &2 Decline Accept
Task, Ackion Express Interest Reject
Delete
Complete
Reissue
‘ﬁ + Or use Conversation to send a message fo the
task originator and/or Activity to record action
taken:
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Comparing the old to the new

Viewing an Attachment

Daybook Tasks

* From the task, select View Document: « With the task highlighted on the left, select the
attachment to view it:

&

Vieny Docurnenkt

DOBSON, Peter (Master)

Born 02-Jun-1993 (26y) Gender Male CHI 0205863310 NHS 4111129303

Address THORNHEDGE, MILL LANE, BARDSEY, LEEDS, LS17 9AN

Telephone Patient
Sent 09-Mar-2020 17:23
/ Due 18-Mar-2020 23:59

From  Richard Linden

To  Doctors

Info 1 other outstanding tasks associated with DOBSON, Peter (Master.) Select
elect dan

B How do | update my language preferences.docx B Test doc for tasks.docy - attachment
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Comparing the old to the new

Creating an Announcement
Daybook Tasks

- Select Announcement from the toolbar: « From the Announcement screen, select New
B © announcement and complete as required:

Task  Taskfor me  Announcement G_) New announcement
o
« Complete as required:
: New Announcement
= |
From Richard Linden ( Edit)
Description:
™ Attached b patient Recipient(s) Required
7~
— L
I~ Attached ta document —
Announcemen it title Required
Effective fram  25{11j2017 v at - r Expires: |28(11/2017
30
Description
Choose..,
100
mmmmmmmmm E
Date/Time of Expiry o Required
23-Nov-2022 z:
D Urgent

L]
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Comparing the old to the new

Notification of Ahnouncement

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 fitle in bold.
Once viewed, it's title automatically reverts to
normal text:

(¥ New announcement

4 announcement(s)

Death of patient 23-Mar-2019
STEEL, Christine (Miss.)
Missing Notes! 23-Mar-2019
BLACK, Alison
Fe.lﬂqu?:t_)\r:anes birth... 23-Mar-2019 | Unread
L]
reor e : dim
on wwens (TG v ceged
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Comparing the old to the new

Adding an Out of Office Notification

Daybook
4 3

- Select Maintenance - Out of Office |...

aoffice

 When you select a recipient with an out of
office setf:

o | | chad

5 Swstem Superyvisor (Ouk of office)

menks:

Tasks

+ Select Seﬂingsnond then Out of office,
complete the details required:

1, Alison Rowan %

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

Recipient(s) Required
Ric ::;\
"@ fichard Linden Out of office between 30/09/2019 and 04/10/2019
Y
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Comparing the old to the new

Audit Trail
Daybook Tasks

* You can look at the audit trail for an individual * The Task Audit utility allows you to interrogate

task only, each task displays full audit trail on all tasks for auditing purposes:
it's History tab:

\’ ' L
M Call Mr Jones at Kings _ 1Ol x| * T,
tv- % He Add to medical histary .
b 3/ Mew appaintrment 4 Edit contact details Atemt & Alvwnoe v Crestees by 0l ey ~

Add Comment  Reissue
! Consultation Manager

Task Ann King
Lok sadit mbnemation 4 Reen ] 3 v
Stakus: V’ Cormnpleted Issued oni Tue 12/10f2018 1441
Issued by:  Fiona Yenus Due:  Tue 12/10/2018 Ceabel i Sapa F o Ceenaty Aozt 0 T I T b et dealh
Completed by:  Fiona Yenus Complsted on: Tue 12/1002018 15:00
Mobe Aoorvrtrie—t Owtntamwiing (17 . O oo NG Ay ()
Read By:  Fiona Venus D 00 — W | b e oy B Taage Dt 0 0 -.:" I..
Currently assigned ko: Fiona Venus

Teagtone Faiant Outatmatiog TIT Ok tobess AMOERCON SWMTH OMe
[

7D Bt L nee Tovwn L v v deree | ambe 00 2D e, 'R
) LAt )
History | Ann King frhbr et

(0] (4] 12/10/2018 14:41 - Fiona Venus - lssued s ai i _—_— i | S oo e
“-eTm
RE REferral Letter Tebea s Fatbend Owbotad U7 O totes 20U AMOLRSO™ SMWTH 20N
™ De 250 AT Roned Lame b Fagr Aroen ‘ail SN S PR 1 Oa JXD Moy 1
12/10/2018 14:50 - Fiona Yenus - Edited o —

12/10/2018 14:57 - Fiona Yenus - Edited

Re referral

13102018 14:59 - Fiona Yenus - Becorded clinical itern

gH...00

Referral for further care
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For full detalls, see the
Tasks Help Cenire
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http://help.visionhealth.co.uk/tasks_help_centre/Content/Home.htm

