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3 Introduction

When working with Letters, the Task page provides a list of letters where action is required.

4 Opening the Letters Task List

The Task List is opened by clicking the Task icon on the left menu, and then clicking the “Letters”
option;
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4.1 Filtering the Letters list

The letters filter will as a default show the status “ALL”. Change the status to “-- Active —“ and click
“Set Filter”. This will show all letters that require attention;

Letters Requiring Action
Name —ALL— -
Section —ALL - v
SubSection —ALL— -
— Active — v
—ALL— v
— Flease salect - v i)
iz omeriane M o echon 7| Letter Tempiate I m
Test Monkey Fzz 18022018 Appointment Letters Appointrment Letters ABL CREA [&
Test Monkey Zzz 18022018 Appointment Letiers Appointment Letters ABL GREA [F
Test Monkey Zzz 180272018 Appointment Letiers Appointment Letiers ABL CREA [
Test Monkey Zzz 180272018 Appointment Letiers Appointment Letiers ABL CREA [F
Test Monkey Zzz 1002:2019 Appointment Letiers Appointment Letiers ABL CREA [F
Test Monkey Zzz 100212018 Appointment Letiers Appointrent Letiers ABL CREA [
Test Monkey Zzz 18022018 Appoiniment Letiers Appointment Letiers ABL CREA [
Zzrtest1 T10Ed Zzztest1710Ed 13022018 Comespondence Comespondence DER CREA [3
Zzztest17T10Ed Zzztest1710Ed 13022018 Comespondence Comespondence DER CREA [
Zzztest1T10Ed Zzztest1710Ed 13022018 Comespondence Comespondence DER CREA [

Selecting any of the dropdown options will filter the list of letters. The list can be filtered by any of
the following; Patient Name, Casenote Section, Case-note Sub-Section, Letter Status, Letter Type and
by the Letter creation date.

4.2 Letter Statuses

Newly created letters are assigned the “Created” status. The letter status indicates the current state
of the document in relation to the document lifecycle.

A full list of the available statuses is included below.

e Created. The first stage of the workflow.

o Created in Error. If a letter is mistakenly created, the user can set the status and the letter will
be hidden from the user. Only a letter with a status of Created can be changed to Created In
Error.

e Authorised. A letter has been typed by the secretary and seen by the consultant.

e Draft. The letter has been created but is not considered completed.

o Rejected. The letter has not been approved and has been rejected by the consultant and
amendments are required.

e Sent. The letter has been sent to the patient. This action transfers the Letter into the Patient’s
case note where it can be viewed by all users.
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4.3 Changing the status of a Letter

When using the Letters Task module, use the filters to display a list of letters for a given Clinician or
Clinic;

I P P e P
Test Monkey Zzz 19i02/2018 Appointment Leéters Appointment Leiters CREA [
Test Monkey Zzz 1660272010 Apgaintment Letters Appointment Letters ABL CREA [
Test Monkey Zzz 100272010 Apgaintment Letters Appointment Letters ABL CREA [
Test Monkey Zzz 1900272010 Apgaintment Letters Appointment Letters ABL CREA [
Test Monkey Zzz 19M02/2018 Appointment Lattars Appointment Lettars ABL CREA [
Tast Monkey Zzz 1900272018 Appointment Lettars Appointment Lattars ABL CREA [
Test Monkey Zzz 19i02/2018 Appointment Leéters Appointment Leiters ABL CREA [
Zzztest1T10Ed Zzztest17T10Ed. | 13022010 Cormespandence Correspondence DER CREA [
Zaztest1T10Ed ZzztestiTI0Ed | 13022018 Correspandance Correspandence DER CREA [
Zztest1T10Ed ZzztestI7T10Ed | 13022019 Cormespandence Cormespondence DER GREA [

You can change the status of a letter by clicking the pen icon;

P P P e P
Test Monkey Zzz 18022018 Appointment Letters Appaintment Letters CREA [F
Test Monkey Zzz 18022018 Apgaintment Letters Appaintment Letters ABL GR
Test Monkey Zzz 18022018 Appaintment Letters Appaintment Letters ABL GREA

Test Monkey Z7zz 1802/2018 Appaintment Letters Appaintment Letters ABL CREA [¥
Test Monkey 72z 18022018 Appaintment Letters Appaintment Letters ABL CREA [¥
Test Monkey Z7zz 1802/2018 Appaintment Letters Appaintment Letters ABL CREA [¥
Test Monkey Zzz 18022018 Aggaintment Letters Appaintment Lettars AEL CREA [F
Zzotest|TI0ED ZzotestiTI0Ed | 120202018 Carrespondence Correspondence DER CREA [F
Zzotest|TI0ED ZzatestiTI0Ed | 120202018 Carrespondence Correspondence DER CREA [¥
ZzotestITI0ED Zzotest1TI0Ed | 130202018 Correspondence Correspondence DER CREA ¥

Select the status that the letter will be changed to;

IR T LE&ETT I

Test Monkey Zzz 10272018 Appaintment Letters Appointment Letters CREA [¥

Test Monkey Zzz 10272018 Apgpaintment Letters Appointment Letters ABL CREA I:J

Test Monkey Zzz 10272018 Apgpaintment Letters Appointment Letters ABL ey

Test Monkey 222 1W022018 Appaintment Letters Appaintment Letters AEL £
Test Monkey Zzz 190272018 Appointment Letters Appointment Letters ABL

Test Monkey Zzz 190272018 Appointment Letters Appointment Letters ABL

Test Monkey 77z 10272018 Appaintment Letters Appointment Lefters ABL CREA Eg

Zzrtest1 T10Ed Zzztest1710Ed 1H0272018 ‘Comespondence ‘Comespondence DER CREA Eg

Zzztest] T10Ed Zzztest1T10Ed 13022018 ‘Comespondence ‘Comespondence DER CREA Q
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A confirmation window will be displayed,;

Update Letter Status

Are you sure you want to change the status to SENT?

e ] e

Click “No” to abort the update. Click “Yes” to continue.

When the update is completed, a confirmation window will be displayed;

Update Letter Status

Letter status has been changed successiully.

The updated letters will disappear from the displayed list;

«© Letters Requiring Action
Py

Name Craigtest! Zzz703Test11 w
Section Appointment Letters v

E SubSection —ALL — v

Status CREA v

Letter Template —ALL— v

Letter Date — Please select - v ]
s

eset
I LD r D EERIET r LTI 2 W
x-ray-Recall Letter Copy to

Craigtest1 Zzz703Test11 040172018 Appointment Letters Appointment Letters ap CREA [

When a letter is given the “Sent” status, it will become visible in the patient case note.
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