docman

delvering paper free care

Docman Unprocessed Documents

IMPORTANT NOTE: Before following this guide, you may wish to contact your local GPIT Delivery
Partner to ensure that you have sufficient access rights for nominated practice staff to allow
download of the Docman Duplicate Checker Tool, permissions to navigate to and save files into the
Unprocessed folder held within the Docman programme structure on the Shared Drive.

If you use the hosted version of Vision, access has already been enabled for you and an icon for the
Unprocessed folder is available on the Desktop in your Vision session.

Please contact your CCG if you are unsure which Delivery Partner you should contact.
Setting Up the Docman Tool to Identify Unique Documents

1. Download the Docman Duplicate Checker Tool from the following link and save locally (e.g.
to your desktop)
http://www.pctisolutions.co.uk/xml/DuplicateChecker.zip

2. Unzip the folder that has been downloaded (right click your mouse and select Extract All)
and select to save the items local (e.g. to your desktop). There will be two files named
DMBatchCleaner (with a blue icon) and DMBatchCLeaner.exe.config (with a white icon). See
Fig.1 below

Bl DMBatchCleaner
|_| DMBatchCleaner.exe.config

Fig.1

3. Navigate to your Unprocessed Folder (EMIS practices should follow steps A-G below then
skip to step | onwards. Vision practices should skip to step H and follow all remaining steps)

EMIS PRACTICES
a. Goto ‘My Computer’
b. Go to the Shared drive that Docman is installed on. This is often on the N drive, as
shown in Fig.2 below. If you are not sure what drive contains the Docman files,
please contact your local GPIT Delivery Partner.
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c. Open the PCTI folder, as shown in Fig.3 below

m-h‘- b Computer » Shared [WPCSOSOZA) NG »

Organize = & Open New folder
it Marne i Date madified Type
M Desktop L Patient Access 13/06/2017 11:23 File folder
8 Downlosds L. Patiert Chaze N3/05/2017 16:51 File folder
%] Recent Blaces 1 Patierit Mails 20/07/2017 1338 File folder
4 Patient Survey 110472018 13:35 Fule foldsr
G Uibares 1. PCT phamacit LTS 1624 s foder
H Dacurnents pc 19/05/2016 1414 File folder
o Music L PGDY INT up to) WAOLE01T 16:34 File folder
| Pictures L Physio Leafiets 10/06/2016 13:13 File folder
H videos L PM Cannect DHO/2016 1535 File falder
A PRACTICE /022017 15:14 File folder
& Computer L Practice Leaflet 091072017 1157 File falder
& WINDOWS k) L Practice Manager 19/0472010 13:23 File folder
5% Shared (WPCSISI24) () L. Practise Murse Vacancy 03702/ 2017 15:14 File foldet
¥ emis00 (Mpes5aisthomefolde - Pragy 08/03/201% 1856 File folder
L. Prezcribing 117082016 11:52 File falder
€ Network 4. Printing 130072010 16:19 File folder
1. Property 15/08/ 3015 1534 File folder
1. Public Health 41T0I6 16:11 File felder
b QOF 05042016 1435 File folder
L QOF Work 4/08/2017 10:58 File folder

Fig.3

d. Once in the PCTI folder, open the DOCMANT7 folder, as shown in Fig.4 below
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e. Onceinthe DOCMANTY folder, open the DATA_S1 folder, as shown in Fig.5 below
IMPORTANT NOTE,; If your practice has ever merged with another practice, or you
operate as ‘multi-site’ you may also see folders named, for example, DATA_S2,
DATA_S3 or DATA_S2 Merge. If so, you will need to complete all the remaining steps
in this guide in each folder

@\Jv‘ » Computer » Shared (WPCS95928) (M » PCTT » DOCMANT » +[+]
Orgonize * [ Open  Newfolder
Eavorives Marne Date modified Type
W
BE Desktop Data_Blank 19/06/2012 09:55 File falder
4 Downloads DATA 51 00/07/2012 21:03 File folder
% Recent Places . Prograrms 2640772018 21116 File folder
Programs.ald 10/07,/2012 10:33 File folder
= Libraries
| Documents
& Music
=] Pictures
E Videos

1% Computer
£, WINDOWS (¢
S Shared (WPCSASI24) (N
2 emis200 (Wpos9592athomefolde

Q‘[‘ [etwark

DATA_S1 Date modified: 09/07/2012 71:03
File folder Offline availal

Offline status: Online

Fig.5

f.  Oncein the DATA_S1 folder, open the EDT folder, as shown in Fig.6 below
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g. Oncein the EDT folder, open the UNPROCESSED folder, as shown in Fig.7 below

@Q‘ﬂ b Computer b Shared (WPCS359220 (N » PCTL » DOCMAMT » DATAS1 » EDT »

Organize » Al Open MNew folder
S Favorites Marne & Date rmodified Type
B Desktop INBOX 2770742018 14:15 File folder
& Downloads LOGFILES 237032012 10:29 File folder
1 Recent Places QUTBOX 27/07/2018 14:15 File folder
UMPROCESSED 24;‘0?;‘2018 09:12 File folder
i Libraries
J- Documents
rJ:‘- Music
|| Pictures
E Wideos
- Cormputer

& WINDOWS (C)
L8 Shared (APCSA5I2A) (M:)
B emis2000 (Mpos9592ahhomefolde

€ Netwark
;‘r UMPROCESSED Date modified: 24/07/2018 09:12 Offline status: Online
! | File folder Offline availability: Mot available
Fig.7

Copyright ©2000-2018 by PCTI Solutions Limited Page 4 of 12



VISION PRACTICES
h. Click on the Docman Unprocessed folder icon on the Vision desktop, as shown in
Fig.8 below

7

Docran
Unprocess. ..
Fig.8
i.  Onceinthe UNPROCESSED folder you will see the list of documents it contains, as
shown in Fig.9 below
“.- " B Thaed APCAVIAE M & PO 8 BOCRESAT » BRUTA LY & BDT @ LEISSDSCEAND - |y

j.  Copy and paste the two files you downloaded earlier, named DMBatchCleaner and
DMBatchCLeaner.exe.config, to the UNPROCESSED folder as shown in Fig.10 below.
If you need assistance with this, please contact your local GPIT Delivery Partner (If
you use the hosted version of Vision your permissions have been enabled to allow
you to take this action).
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Using the Docman Tool to Identify Unique Documents

4. Double click DMBatchCleaner with the blue icon. This will automatically start the tool
running. Whilst it is working you will see a black window appear such as the one shown in
Fig.11 below. The length of time this runs for will depend on the number of documents in
the UNPROCESSED folder, however should take no longer than a few minutes. Please do not
close the black window.

B HAPCTHEOCMANTIDATA, S EDT\UNPROCESSECADMEatchCleaner.exe =[]
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5. When the tool has completed its checks, a new folder called Moved folder will appear at the
top or bottom of the list in the UNPROCESSED folder, see Fig.12. The Moved folder will
contain all duplicate documents from the UNPROCESSED folder and you will be left with a
list of unique documents. Please be aware that no documents have been deleted by the
Docman Tool.

@uvl <« Shared (WPCS93922) (M » PCTL » DOCMANT » DATASL » EDT » UNMPROCESSED » - | g | r
Organize « A Open New folder
¢ Eavorites Marne ’ Date rnodified Type i
B Desktop Moved 2740742018 16:05 File falder
% Downloads 2] 20151118090340_3_1 18/11/2015 09:03 HTML Docurment
| Recent Places = 20151123140057_14.12 231172015 1400 Adobe Acrobat D,
= 20151202081515_16_4 03/1272015 08:15 Adobe Acrobat D,
A Libraries = 20151203081517 245 03/12/2015 08:15 Adobe Acrobat D,
< Documents = 20151203161518 10 10 03/12/2015 16:15 Adobe Acrobat D...
@ Music =L 20151204081522 309 04/12/2015 08:15 Adobe AcrobatD
| Pictures = 20151209151519.3 2 09/12/2015 15:15 Adobe Acrobat D..
B videos = 20151210144523.2 2 1041372015 1443 Adobe Acrobat D,
7 20151217081519_17_17 17/12/2015 08:15 Micrasoft Yiord 0.,
'8 Computer "L 20151222081524_27_4 22712/2015 08:15 Adabe Acrobat D,
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@ 20160310081520_16_13 1040372016 08:14 Microsoft Ward D..,
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= 20160317081527_32_10 17/03/2016 08:15 Adobe AcrobatD...
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= 20160411082040_43_1 11/04/2016 08:20 Adobe Acrobat D,
= IN1ENAIINGTASN IT R 124044701 NR:76 Acdnhe Arrahat N
Fig.12
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Checking if the Unique Documents in the UNPROCESSED folder are Filed

6. You will need to open each document and make a note of any identifying information that

will help you find this document in Docman. For example, you may wish to use the NHS

Number and the Clinic Date.

7. Search for this document in Docman. We recommend using the Patient Search in Docman

to bring up the list of documents filed to the patient you are looking for. If you are unsure

how to do search in Docman please refer to Appendix A.

8. Confirm if the document can be found in Docman.
a. If YES, it can be found in Docman, confirm if the document is also in the clinical

system. Note, you can use the Floating Toolbar to quickly navigate between the

patient records in Docman and the clinical system. If you are unsure how to use the

tool bar, please refer to Appendix A point 4:

il.

If YES, the document can be found in the clinical system no further action is

required.

If NO, the document cannot be found in the clinical system, please take the

following actions:

1.

Review the document to understand if clinical filing is required. If an
entry is needed, please edit filing details and select the option to file
to the clinical system. If you are unsure how to edit filing details in
Docman please refer to Appendix B.

Undertake a risk assessment for each document to ensure
appropriate clinical and non-clinical actions and recording of such
has been completed. Please contact your CCG and follow the
guidance provided. We suggest that the workflow audit information
may assist in confirming what actions have taken place. If you are
unsure how to view the workflow audit information, please refer to
Appendix C.

b. If NO, it cannot be found in Docman please take the following actions:

Undertake a clinical risk assessment for each document. Please contact your

CCG and follow the guidance provided.

File the documents to Docman and the clinical system, workflowing as

appropriate. This will require the document to be printed, scanned and filed

in Docman.
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Appendix A
Searching for Patient Documents in Docman

1. Select the ‘Patients’ button on the Docman Main Menu as shown in Fig.13

Adedrees, Back
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Workflow Surgery Documests

Saaired Documanis
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PR 155
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Massaging Birth Ragisis
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ﬂ Sard & Messags @ 64 Practice Fesdbook

Motification Canire Reom Tempamiuns Lag

@ Summarise

Significant Evenis

2. This will bring up a search window like the one shown in Fig.14. Type details of the patient in
the free text box. This can be partial or full name, NHS Number or DOB. Highlight and click
on record you wish to view.

Patient Search

Search for: mogze using Al searchable felds |+i in Patient section | search |

Dop

Jurname

Farenamae

Fig.14

3. Oncein the patient record, the list of documents filed will be in the top half of the window,
with a list of folders down the left-hand side. A preview of the document is shown in the
lower half of the view. Please use these areas to look for a document matching the details
taken earlier (e.g. clinic date). See Fig.15 for an example
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Patient details Documents - 3

Nir Mickey Mouse 01/05/1979 Parkoury Housel | Event Description Department
Surgery St Peters Street St Albans Herts AL 5 v 1
3HD 999 000 4064 Other Dr M Caplan Dr W

14 Nov 06 Correspondence Manager Academic Unit of Re...
14 Nov06  Correspondence Manager Beechill Nursing Ho..

Folders
-+ Administration {1)
.0 Archive (2}

24 Notin afolder
L.03 All documents (3)

<
1S} Tof1 - Rotate & Bestfit B Fitto width =

4. To switch quickly between documents in Docman and the clinical system you can use the
Floating Toolbar function as shown is Fig.16 below.

Fig.15

Appendix B

Edit Filing Details in Docman

1. Right click your mouse on the document you wish to edit the filing details of. A screen like
that shown in Fig.17 and Fig.18 will appear. From here you can change any of the
information shown except for the patient details.

2. Ifthe document is not filed to the clinical system, please ensure the option at the bottom
right corner of the window is ticked.
a) If you use EMIS this option will say ‘File to EWEBAPI clinical system’, as shown in
Fig.17.
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_ Patient: MOUISE. Minnie (Miss) Borm; 05/0171968 (50y 6m) NHS Usual GP: Dr M Wong 734 Newbridge Rosd
I Filed to: Ambergste. Belper. Derbyshine
Evertnaie  [ODREOH |+ Filing Date [paimazor
Descripiion  AAA Screening [v] [“esiyTesaine|
Crganisation m
Department | ¥l Person
Fokdar Administration |T
Nates !
Access Lavel | Lowesl=0
1 Aod Commants
Aert Date [+] oz o]
[ Fasswara | Mot Set %] File o EWERAR clinical system
ReadCode Frompt on Savs Flling Datalla
Seinct
Fig.17
b) If you use VISION this option will say ‘File to VISION clinical system’, as shown in Fig.18.
B File Document _)ﬂ

] Filing Options ~ | = Clinical Systern | [T Maintain Filing Lists |H File Document

Patient: MOUSE, Mickey (Mr) Born: 16/06/1960 (5fy 1rm) NHS: 988 010 2783 Usual GP: Dr & S Thomison HAKES HOUSE, 63

Hato MOLUNT STREET, CHAPELFIELDS, COVENTRY, WEST MIDLANDS, CV3 8DE

Event Date [+] Filing Date SO

Description | Admin Letier (¥ oy Torpiae
Organisation | &

pepartmre [AduHeatRopor 3] cogory |

Folder [ ]
Hotes: j
| :

Access Level J—- Lowest =1 I Workflow the document

Aded Comments
Alert Date m
Password | Mot Set ¥ File to VISION clinical system

Read Code FPrompt on File Document

Fig.18

Appendix C

Reviewing Workflow Audit Details in Docman

1. From the list of patient documents (Fig.15), right click your mouse on the document you
wish to view the workflow audit of. A screen like that shown in Fig.19 will appear
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detailing actions taken during the workflowing of this document, including date and

time. If the workflow has been completed this will be shown.

01081 8 09:36: 27 (UTC+1)
010818 09:36 41 (UTC+1)
010815 09:36:06 (UTC+1)
01/02/18 023818 (UTC+1)
01/0518 03:36:33 (UTC+1)

e
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zDacman Admin, .

m

ScannersFil...

SoannartFil

Scannersfil..
SeannersfFil...
ScannersFil..,

2

Added

VA Sent [ADMIN) [WF Priorgy. Normmal]
Summarised in clinical system 051E -
Action completed by Dr

Read code added fo clnical system 9b,

| Fririt &udit T rail !

[ Group by User  [] Sortpewestontop  [] Show comments & actions anly  [] Show Document Views

Fig.19
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