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Standard Operating Procedure (SOP)

Title How to add the Post Document tab to Patient Appointment view

Purpose This SOP shows user how to add the Post Document (Letters) Tab to their
Appointment view screen to see what letters have been generated for the patient.

Scope Patient Administration

Pre-Requisite This SOP assumes that the reader has had formal training and is designed to
ensure that the trained user can follow the process without supervision

Role/s Admin

EPR Module/s Schappbook

Performance Measures | This SOP assumes that the reader has had formal training and is designed to
ensure that the trained user can follow the process without supervision

Related Documents

Step | Action Responsible
Role/s

1 Launch the SCHAPPbook icon from the desk top

U
&

Schapptbook 4

2 | Select appointment Enquiry icon

| =

3 Select the Person Tab, and search for the patient

NB: the start date will default to today’s date, the end date should be left blank, as
it will include all confirmed Daycase/Inpatient appointments

Person Resource Location Eligibility  Red 4

Enquiry:
|Standard Patient Enguiry e |

Patient:
|>00<TEST. BENNY TEST |

Start date: Start Time:
|08/08/2020| 3] | 0000 |2

End date: End Time:
| xxll,lxxll,lxxxx | : ap | 2355 | :
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https://gbr01.safelinks.protection.outlook.com/?url=http://www.oracle.com/&data=05|01|Kimberley.Lodge@this.nhs.uk|cf9b53144c4b4621002e08db4c97d19d|a2467a44f21b47538241e03a3d26a01f|0|0|638187987167495739|Unknown|TWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D|3000|||&sdata=KD79Wb8lyT%2BzoU0OtfZyylGs1vM7EDds6eaBwdbqTaI%3D&reserved=0

and then right click on any tab to reveal the Preference button.

When the patient appointments have loaded, double click on any appointment type,

7 Standard Patient Enquiry
i Task Edit View Help
MR ER O AN K % 85 I ntARBEBY 0K

Appointment View

Name: CALDERDALE, ROYAL

Appoirtment Information

General Wrumans | Guidelines | scheduling Comments | Orders | Move Criteria | Reports | Protacol Components | Recurri
Preferences
Person | Resource | Loation | Eligil « | »

Click on the preference button, to view Appointment View Preferences

Appointment View Preferences @

Available tabs: Selected tabs:
Comespondence General
HCV Event Details
Resources
Instructions
Guidelines

Scheduiing Comments &

| »

Orders

Move Criteria

Reports

Protocol Componerts

Recuming Series

Booking Notes

Wamings 57

Select the Post Document option from the left hand pane, namely Available Tabs
and select the forward arrow; this will move the Post Document option into the
Selected Tabs Pane, (right hand pane).

NB: In addition you can also order where you want to see the Tab, in your

appointment view, by using the up and down arrows at the side of Selected Tabs
pan

Avalable tane Selected tabs

w

Booking Netes
Wamings !

[ox J[ omon

Once completed select OK

The Post document tab is now available, in your appointments view

 Standard Patient Enquiry
i Task Edit View Help
M aFERCcET B ¢ 20 F N nHAREB S 7 W

@ Appointment View
Name: CALDERDALE, ROYAL . .
Post Document | General | Event Details | Resources | Instructions | Guidelines | Scheduling Comments | Orders | Move Criteria | Reports | Protocol Components | Req

Person | Resource | Location | Eiigi + | ¥ /[ | ™

Po:

Porere Eriity Name: | Documere Type Code | Document Laycas | Discumen Crasie Date Tne | Document Create User | Piie Date Marwal Cioate bt
_— a0 w2 SCH_EVENT P CONF P IF_CONE A 20T 122 73288 GAp/NT 1232 Ve
Standrd Pae Enay . 98051751 ) SCH_EVENT P CONF P IP_CONF O/ 2017 1225 732854 H

CALDERDALE ROTAL
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