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INTRODUCTION

This DRSS (Diabetic Retinal Screening Solution) user manual is intended for users of version
3.8 of the application. This document is intended to cover all aspects of the user interface. It
is not a technical document and does not cover installation, configuration or system
requirements. The document covers general user guidance and functionality of the
application, however no specific business processes are discussed therefore users will need to
have a good understanding of their own procedures when using the application as not all
topics covered in this manual will apply to all users of the application.

New users of the application should attend a customised training course which will
concentrate on that individual’s job role and the aspects of the application they will be using.
Customised training by a CliniSys application trainer can be organised by contacting your
CliniSys project manager; alternatively in-house training can be given by one of your own
product specialists.

No previous knowledge of this or any other release of the application is necessary however it
is assumed that users will have basic computer keyboard and mouse skills. This manual has
been divided into chapters covering specific functionality of the application which should also
tie in with your own job role or patient journey; therefore you should be able to refer to the
chapter of the manual you are interested in without prior knowledge of previous chapters.
This approach will involve some repetition to anyone reading the manual from cover to cover.

Other training materials available include face to face training with course notes; exercises
and presentations available on CD and an interactive computer based training aid with video
clips and self evaluation quizzes which is currently undergoing development. If you would
like a copy of the CBT CD when it is available then please contact the CliniSys support team
on 01633 486300 or email them at diabetessupport@clinisys.co.uk
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LOGGING ON/OFF

Before you can start you must locate the Orion DRSS icon. Your system
installer should have set you up with a desk top icon, labelled ‘Orion DRSS’
like the one seen in figure 1. If you cannot see this icon you can find it in the
following folder C:\DRSS\Runtime\Exe\DRSS.exe. To make logging on in
future easier, create a shortcut on your desktop; to do this right click and drag

the icon to your desk top when you release the mouse, select create shortcut here from the
shortcut menu. If you cannot find the icon in this location please contact your system
administrator.

After locating the Orion DRSS icon, double click to open the logon screen (fig 2). From here
you can see the version and release number of your copy of Orion DRSS. This manual refers
to version 3.8. If your copy is prior to this then please contact your system administrator and
request an upgrade.

You now have just 3 fields to fill in before you can access the application. This information
should have been issued to you by your system administrator.

WARNING – It is important that you don’t share your instance of being logged on or
your passwords with other users. Sharing instances of your logon will result in your
name being logged against other user’s actions

Figure 2 Log on screen

Figure 1
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You are now ready to enter
your ‘Username’ Note: this is
not case sensitive. Now enter
your ‘Password’ Note: this is
case sensitive therefore must be
typed exactly as issued to you.
If you type either your

Username or Password
incorrectly, this will result in

the appearance of the message box shown in figure 3. You can have up to three attempts to
logon before the application will reject your attempts and close the logon screen. If this
happens repeatedly please contact your system administrator and request your password be
reset. If your password is difficult to remember, you will have the opportunity to change your
own password once logged on. To see how to change your own password refer to the
Changing Your Password section. Finally you should select the Database you would like to
access. The default database will normally be the correct option but can be changed if you
have access to several databases (you will be informed if you do have access to more than one
database). Now click on the Log on button to access the application. Your screen should now
look similar to the one in Figure 4.

Note: Your access rights will determine which group of icons you have on display by default.
You can change the group shown on the left by clicking on the group header.

Figure 3
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Logging off

Now that you are logged into Orion DRSS you can choose several ways to log off again.

Note: it is important to save any work you are doing before you exit the application.

Orion DRSS is a windows based program therefore you can use the standard
Maximise, Minimise, Restore and Close buttons located at the top right hand

side of each window (see Fig 4). Using the X (close button) within a window will close just
that window and using the close button of the application will close the entire application.

As well as the standard windows close button, Orion DRSS has its own built in Log
Off icon. This can be seen as the bottom icon in the Patient and Contacts group.
Use this icon when ever you need to switch users. Clicking on this icon will return
you to the logon screen (Fig 2) you can then either enter another user name and

password, to allow another user instance, change the database you are looking at by selecting
another database from the database dropdown box or exit the application all together by then
clicking on the windows close button (Fig 4).

OVERVIEW OF DRSS

Now that you can successfully log in and out of the Orion DRSS application, let me give you
an overview of the application before we get too involved with any specifics. As we have
seen already, the Orion DRSS application is Windows based therefore you will find that there
are very often several ways of achieving the same goal. This manual with show and explain a
good methodology for each process however you may well find your own way of achieving
the same goal e.g. right clicking the mouse will often reveal a shortcut menu.

Many individuals would be involved within a normal eye screening service, each with their
own jobs and responsibilities. The Orion software reflects this by including a comprehensive
level of user authority profiles. This in affect means that each user potentially could have
access permissions to different parts of the application or be taken to different menus when
logging on. How the authorities are set up will be discussed in detail in the System Admin
Tools chapter but for now, this training will cover all aspects of the application however you
may not necessarily have access to all the features discussed in this document. If you feel you
should have access to specific areas but don’t, please contact your system administrator.

This application is an end to end solution, covering all aspects of the eye screening process.
This includes importing patient data, call and re-call of patient appointments, through to
screening, capture and grading. The chances are that you will only be involved with part of
this overall process however it is important to remember that how you use the application will
affect other users. A key point of any I.T. project is that all users sing from the same song
sheet (use the same options and terminology in text boxes) in order for all departments to see
and understand the full picture of the patients journey. A typical example of this would be
entering patient notes; there are several areas within the application where notes can be
entered, each for different purposes. Your business process should clearly state which areas
should be used for which purpose and which drop down options should be used to define
which status and which fields your trust consider mandatory. E.g. do you require patient
ethnicity and how will you record DNA’s?

Figure 4
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Many of the features and techniques used are consistent throughout the application. I will
cover a few of them here.

Navigation

General Navigation
System menus are in the form of labelled icons down the left hand side of the screen. Menus
are in groups:

Menu Group: Menu Icons: Navigates to:
Patient & Contacts Patient Patient Demographic Screen (First record)
Patient & Contacts Batch Add Patients Patient Demographic Screen (Edit mode)
Patient & Contacts Find PATIENTS Patient Query Builder
Patient & Contacts GP Patient Update Patient GP Update Screen
Patient & Contacts Contacts Group Details Screen
Patient & Contacts Screening Venues Screening Venues Screen
Patient & Contacts Find CONTACTS Contacts Query Builder
Patient & Contacts Appointments Appointments & Scheduling Screen
Patient & Contacts Change Password Change Password Screen
Patient & Contacts Help About DRSS Dialog Box
Patient & Contacts Log Off DRSS Log On Screen
Grading Request Grading Request Remote Grades Screen
Grading Grade Images Query Builder For Captured Images (Image

status = At my level or below)
Grading Image Library Query Builder For Captured Images (Image

status = All)
Grading Grading Reports Grading Reports Query Builder
Photographer Import Import Screen (Preceded with DRSS Importer

applet)
Photographer Export Export Query Builder
Photographer Export DRSS Import/Export DRSS Data dialog box
Photographer Capture Capture query screen
System Admin Resource info Capture Resource Information Screen
System Admin Controlled Vocab Controlled Vocabulary Screen
System Admin Vocabulary link Controlled Vocabulary Links Screen
System Admin Admin Functions Admin Function Screens
System Admin Grading Rules Grading Rules Screen
System Admin Grade Admin Grading Administration Screens
System Admin Camera Admin Camera Setup Screen
System Admin Stock Library Stock Image Library Administration
System Admin NACK Reports NACK Report Screen
Reporting CSV Export Patient Mail Merge CSV Generator
PAS Import [Empty] None

In order to navigate to your required screen, select the menu group you require by left
clicking on the pale blue title of the group (figure 5).

Figure 5 Title bar of menu group
The group will expand and the icons within the group will become visible. To open your
desired screen, single click the appropriate icon. See the table above to confirm which icon
navigates to your required screen.
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Changing Your Password

All users of the application will be issued with their own unique
username and password. It is important that users always use their own
password to log into the application as their details will be logged against
activities whilst logged in. The application accounts can be set up in a

number of ways (from within system setup) e.g. passwords not to expire, force user to change
password after a set number of days or accounts to be enabled and disabled between dates.
How this is done will be discussed in the system administration section of this manual.
However users will have the opportunity to change their own password to one that is more
memorable to them.

Figure 9 Password dialog box

To change your password click the “Change Password” icon, found in the “Patient &
Contacts” group. The “Change Password” dialog box will open as seen in figure 9. Type in
your old password then type your new password, now type it again to confirm and click on
the Apply Password to save the changes. As you type your new or confirmed password the
characters will be represented with **** asterisks, this is to prevent onlookers observing your
password. Your new password is now set and you will need this the next time you log into
the system.

Note: You are the only person who knows your password, if you forget your password it
will need to be reset by your system administrator.
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SETTING UP GROUPS & CONTACTS

Within the DRSS application is a groups and contacts section, this is intended to
store contact information such as Clinics (Groups) and GP’s (Contacts), you can
also store user contact information such as Ophthalmologists or Photographers.
This information can be used like a “Yellow Pages” of contacts; and is also used

to link patients to specific GP’s or surgeries. Contact information can be added at any time
however it would be useful to add all your surgeries and GP’s before going live with the
application, this is so that when adding patients, the GP for the patient is already in the
application. If you have this information in an electronic format it can be imported using the
CSV importer. For instructions on the importer see the CSV Importer section under the
linked application section at the end of this manual. This section will concentrate on adding
Groups and Contacts manually.

Figure 10 Groups & Contacts Structure

Above is a typical structure of groups and contacts. The group is the top of the structure and
would typically be the Surgery/ Hospital or Clinic whilst below that would be the contacts
within that group e.g. GP, Practice Manager, or Receptionist. Further down would be the
names of patients linked to the GPs, Dialectologist or Ophthalmologist.

Group
(Highlands
Surgery)

Contact
(Dr Mc Fadden)

Contact
(Dr Jones)

Patient
(Mr Davies)

Patient
(Mr Smith)

Patient
(Mr Green)

Patient
(Mr Ross)

Patient
(Mr Carter)
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Figure 11 Group Details Form

Above is the Group Details form in edit mode accessed by clicking on the contacts button.
The cream fields in the top 2/3 of the form are the group details including name, address and
contact details, the bottom 1/3 of the form show contacts within the group, these are added by
clicking on the Add Person button after saving the details.

Group Details Field Label Field Type Description
Name: Free Text Name of organisation
Type: Drop Down Type, e.g. Hospital, General Practice
No/Name: Free Text Number or name of property
Street: Free Text Address line; Street
Locality: Free Text Address line; Locality e.g. village
Town/City: Free Text Address Line; Town or City
County: Free Text Address Line; County
Post Code: Free Text Address Line; Post Code
Phone: Free Text Group telephone number
Fax: Free Text Group fax number
Locality Drop Down Used to separate areas e.g. North PCT, South

PCT
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Ref Arth.: Drop Down Referral Authority; e.g. GP to arrange referral
E-mail: Free Text Group Email Address
GP Code: Unique Mandatory field to store practice code
Notes: Memo Free text memo field, use to keep notes about

group
Venues: list Used to list screening venues within this

group. Add to this list by selecting from
dropdown box below and clicking on the
Add button

Drop Down List of all venues that can be added to the
Venues list above. New venues are added to
this drop down via the screening venues icon
(See the “Screening Venues” section on how
to do this).

The Add and Edit buttons at the bottom of the Group details form enable you to add a new
group or edit an existing record, on clicking these buttons the labels will change to Save and
Cancel . Delete enables you to delete a record. The blue, right and left buttons are used to
step back and forth between existing groups. The Add Person button is used to go on to add
contacts that work within this group. Clicking on this button will open the “Person Details”
form (see figure 12)

This form works in the same way as the
groups form and is used to add personal
details of contacts that work within the
group. Most fields are self explanatory the
‘Type’ drop down is used to state what
type of contact this is e.g. GP,
Photographer, Grader etc. It is important
that this field is completed correctly to
enable GPs, Diabetologists etc to be linked
and found when linking to patients on the
patient demographics screen. The GP
Code field is mandatory and in the case of
GPs is the national GP Registration
number. In the case of other contact types,
it must be unique and could be a
combination of name and number. The
“Responsible for referral” tick box should
be ticked if this person is the person who is
responsible for the referrals at this practice.
The Group field is read only and shows the
group you are linking this contact against.
The Change Group button enables you to
change the group e.g. in the case of a
transfer. The Show Group button opens
the group form.

Figure 12 Person Details Form
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ADDING & EDITING PATIENT DETAILS

This section discusses manually adding or editing patient details.

Note: With many projects, adding and editing patient details is the responsibility of the GP
and is not done by the end user. Check this with your own project manager before changing
any patient details.

The initial patient import will probably be done electronically using the CSV Import tool, for
guidance on how to use the Import tool see the CSV Importer section of this manual.

Figure 13 Patient Demographics form
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The patient demographics form shown in figure 13 can be split into three distinct sections,
fields above the green status bar, between the status bar and the patient tabs and below the
bottom blue status bar. We will look at each section in turn.

Patient ID: This is a mandatory field and would normally be the patients NHS number,
however some projects may choose to use their own local authority number. In either case it
must be a unique number and the number type should be selected in the dropdown box to the
left. If a NHS number is entered, validation prevents non-valid numbers being entered.

Last attended: This field is automatically updated with the last appointment date that was
attended.

Next Appt: Again, this field will be automatically updated with the date of the next made
appointment. When this field is populated the Jump to next Appt button will become active,
clicking on it will jump to the appointment screen on the date of the appointment.

Extra ID 1,2,3: These fields can be utilised to store any additional references numbers your
project would like to store. The labels on these fields can be customised to your liking. How
to do this is covered in the system administration section of this manual.

PATIENT STATUS: This status bar is automatically updated with the current patient status.
This includes things like appointment due, archive status etc. The colour of this status bar
will also change depending on the status e.g. the status of “Archived Deceased” would change
the bar colour to red.

This section holds the main patient demographic information Name, Address, DOB etc. This
part of the screen can be viewed and feeds all patient details throughout the application.

Title: This field is a dropdown selection field and contains most possible titles e.g. Mr, Mrs,
Dr etc, if additional titles need to be added to the list, this can be done via the controlled
vocabulary option in system admin. This will be covered in the system administration section
of this manual.

First Name: This is the patient’s first or Christian name.

Initial: This field stores up to one character and is intended for a middle initial of the name, it
is not a mandatory field and therefore can be left blank if required.

Surname: This field is to store the patient’s surname.
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Type: This is a dropdown field containing “Correspondence”, “Home” and “Visiting”. This
is to record the type of address stored. Correspondence is the default option and is where any
patient letters will be sent, however additional addresses can be stored by changing the drop
down to another type and adding the additional information.

Name/No: This is the property name or number that you are recording.

Street: The street name of the address you are recording.

Locality: Locality part of the address e.g. village.

Post Town: Town part of the address.

County: County part of the address

Post Code: Post code part of the address.

Patient Contacts This button enables you to add contact information for the patient e.g.
partner, parent or carer. This could be useful if you need to contact a partner if a patient is
unable to drive after a screening. Clicking this button will open the patient contacts form as
seen in figure 14.

This works in the
same way as all the
forms within the
application, to add a
new patient contact
click the Add button
The Responsibility
Status contains
options such as legal
guardian or parent
carer. Relationship
to Patient contains
options such as
parent, spouse,
sibling etc.

The white area at the
top of the form will
list all the contacts
on record, click the
name to make it the
active record.

Figure 14 Patient contacts form

Sex: is a drop down field containing Male, Female and Not Specified.

D.O.B.: Is a date field used to store the date of birth. The date can be entered using the
dd/mm/yyyy format or by using the calendar tool.

Home Tel: One of several telephone numbers that can be stored for each patient.
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Work Tel: The patient’s work telephone number.

Mobile: The patient’s mobile telephone number.

E-mail: This field is to store the patients e-mail address.

Hospital No: This is where the patient’s hospital number would be stored.

Other ID: This field can be used to store any other IDs you may wish to store for the patient.

Figure 15 Patient Data Tab

The bottom 1/3 of the screen contains several tabs where additional patient information can
be stored. The Patient Data tab contains general information such as ethnicity and religion
which are becoming required NHS minimum data fields. The fields on this tab will be
explained in this section, the other tabs on this form will be discussed later in the manual
under the relevant section.

Ethnicity: This is a dropdown field containing all the possible ethnic options.

Religion: This is a free text field to record the patient’s religion.

Language: Is a dropdown box to select the spoken language of the patient.

Language (Wr): Is also a dropdown box to record the written language of the patient.

Interpreter Required: Is a tick box which can be ticked if an interpreter is required.

Reg. Blind: This is a tick box which when ticked indicates that the patient is registered as
blind. To the right of this field is a date field to record the date the patient was registered
blind.

Reg. Part. Sighted: This field and the date field to its right, work in the same way as the
Reg. Blind field above, but refer to being registered partially sighted.

Diabetes Type: Is a dropdown field where you can select the diabetes type of the patient e.g.
Type 1, Type 2.



Commercial-in-Confidence

DRSS User Manual Version 3.8 Page 18 of 54

Diagnosed: This field relates to the date the patient was diagnosed with diabetes, however
this is not a traditional date field and to populate this field click on the Choose button to its
right. After populating the diagnosed field, the years since diagnosed date is calculated and
appears to the right.

Choose When asking patients when they were diagnosed with diabetes they may give you a
date, the age they were at the time or the number of years ago it was. This button will allow
you to enter information using any of these options and then will calculate back the diagnosed
date and populate the diagnosed field.

To use this dialog box, select the radio button
to the left of the date method the patient is
giving you for their diagnosed date. This will
make the field to the right editable. Type the
date, number of years ago or age of the patient
at the time then click the Apply button.

GP Details: This is where the patient’s GP is recorded; however this field is not editable
therefore to populate it you need to click on the Select button to the right. This will open the
Browse Contacts dialog box. Type the doctor’s name (without the title) then click on the
Search button. A list of all the contacts (where the type field is GP) will be listed under the
surgery they work. You can either double click or click on the Select Contact button to close
the form and populate the GP Details field back on to the patient demographics screen.

Figure 16 Brows Contacts

When the patient demographics form is not in edit
mode, the Select Contacts button (Discussed
above) reads Locate. Clicking on this button will
open the GP form (Figure 17) showing details of
that patients registered GP.

Figure 17
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Diabetologist:
Ophthalmologist:

Both the Diabetologist and the Ophthalmologist fields work in the same way as the GP fields
explained above except when searching in the Browse contacts form it will only return the
relevant type (Diabetologist or Ophthalmologist) as selected in the type field when creating
the contact. Next to this field is an unlabeled dropdown field allowing you to select where the
specialist is based e.g. General Hospital, GP clinic etc. Next Visit: Is a tick box which
enables the date field to its right, here you can record the next due date against the relevant
specialist.

Finally the X button allows you to remove the current GP, Diabetologist or Ophthalmologist.

Optometrist section: Is the next section below and stores information such as who the
optometrist is, the last optician visit and whether the IP was measured and the result.

Optometrist: This is where you can select the name of the Optometrist, this works in the
same way as the GP Details and Diabetologist fields. For the Optometrists to be available in
this section, they must be first entered via the contacts section.

Last Optician Visit: Is self explanatory and would be the date of the last visit to an Optician.

IOP Measured: Is a dropdown selection listing: Yes, No or Don’t Know options where you
would enter if the IOP (Intraocular Eye Pressure) was measured at the last opticians visit.

IOP Normal: again this is a dropdown selection box where, if the IOP Measured field is
YES, you would enter the result from options of Yes, No, Don’t Know, Rechecked or
Referred.

Allergic to drops: This area contains a list of drops available to dilate the patient’s pupils;
next to each is a tick box where you can record if
the patient has an allergy against any particular
type of drop. If a tick is entered next to any of
the drug types then the background colour will
turn red to alert the user. In addition to the

background colour turning red, a message
box will prompt the user that the Patient
has an allergy when opening the eye
screening form during an episode.
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Screen Loc: is a dropdown selection box where you can select the normal screening location.
The options include No Default Screening Location or any of the locations set up as screening
venues (See setting up clinics).

Next Due: is a date field used to enter the date the patient is next due for screening, this field
is also automatically populated after grading. Depending on the result of the grading the
patient will be put into a workflow process to calculate the next due appointment date.

Under Care Of: This field is used to enter the name of the department who the patient is
under the care of, for example, if a patient is under the care of screening service then the
admin department may use this to filter out making those patients appointments because their
appointments would be the responsibility of the screening service.

The above diagram shows the options available in the Under Care Of dropdown box.

Appointment Attendance: On clicking this button an Appointment Attendance form will
open (figure 18) and list all the appointment history for this patient. The information includes
the date and time of the appointment, the venue and attendance status e.g. DNA or attended
etc. This information is pulled from the information entered in the attendance field on the eye
screening tab during a screening episode.

Figure 18

See Ophthalmology Review: At the time of print this screen had not been signed off,
therefore clicking on this would show the following message box. Documentation on the
Ophthalmology screen will be produced after sign off of this screen.
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Along the bottom of the patient demographic screen is a toolbar with the following buttons.

Add is used to add a new record. Clicking on this will change the field background colour to
cream and make it editable.

Edit is used to edit an existing record. Again the field colour will change to cream making
records editable.

Archive is used to archive patients (remove them from database). Over time you will need to
remove patients from the database through either
death or moving out of the area; rather than
deleting them you would archive them. This
would have the affect of removing the patient
details but without losing any episode statistics.
When searching for patients you can choose to
include archive patients thus bringing them back
into play.

Figure 19 shows the Archive dialog box. On
clicking the Archive button this screen would
open, you would then select the reason you have
chosen to archive the patient, together with a
date, and then click the Select Archive button.

If a patient was archived e.g. for the reason of
moving out of area, and then moves back, you
can un-archive them without losing any historical
data.

Set Flag this button is used to flag patients e.g. patients who need wheelchair access. The
reasons can be customised by individual
Trusts. To set a flag, click the Set Flag
button and then click the correct radio
button and then finally click on the Save
button. When searching for patients you can
filter by flag.

Save button will be active when in edit mode and clicking it will save any changes made.

Cancel will exit from edit mode without saving any changes.

Figure 19
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Create Episode is clicked to create a new episode, This would be a walk in appointment
(discussed in more detail in the Patient Appointments section).

ACCESSING PATIENT DETAILS

Within this section we are going to look at several methods of accessing and finding patient
details within the DRSS database.

Finding a Patient Using the NHS Number:

The first method we are going to look at is using the NHS number or Local
Authority Number (Depending on the number your Trust is using). If you have
the NHS or Local Authority number (Patient unique number) at hand then the
quickest way to access the demographics screen is to click the Patient icon.

Double click the Patient ID: field, this will remove any number currently in the field and the
background field will change to blue. Enter your patients’ unique ID number (This would be
ether a NHS or Local Authority number) and press return. The screen will go directly to your
required patient.

Using the Patient Search Screen

The next method we are going to look at is the Patient Search screen. Very
often you do not have all the information about a patient you would like.
The patient search screen enables you to enter whatever criteria you have.
Click the Find PATIENT icon and the Patient Search screen will open.

Figure 20 Search Criteria fields
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Figure 20 shows all the fields available when entering the criteria of patients you are looking
for. Ideal criteria to enter would be the patient’s first name, surname, DOB and post code
however you can enter any combination of criteria shown in figure 20. As a general rule
“Less is More” e.g. if you were just to enter Smith in the Surname field then your patient
would be among 100’s of other Smiths’. The more information you enter the fewer results
you will get, however the more likely it is that you could make a mistake and miss the result
you are looking for.

Patient ID: This field is for the NHS number or Local Authority number (depending on what
your trust uses).

Archived: By default this field is populated with “Omit” therefore your search will only
include current (Not Archived) patients. This is a dropdown selection field with other options
of “Include” or “Only”. Include will incorporate archived as well as current patients where as
Only will only return archived patients. This field can be used in conjunction with the field to
its left (Explained in the next paragraph)

Archive Reason: This field is unlabeled but sits to the right of the Archived field. It is a
dropdown selection field that contains all the reasons a patient can be archived and is used in
conjunction with the Archived field. You can, for example, filter your results to only return
patients that have been archived because they have “Moved out of the area” or who are
“deceased”.

Hospital Number: used to find patients by their hospital number.

Other ID: used to find patients by the value stored in the Other ID field on the patient
demographics screen.

Surname: This field is used to field patients by surname. This as with all fields will use a
“Starts with” criteria. E.g. if you are not sure of a spelling you can enter the first few letters
and the results will show all the surnames that start with the letters you entered.

Forename: can be used to enter the full forename or just an initial when used in conjunction
with surname.

Address Containing: This field is used to search on any part of the address field e.g. street,
town or county. You can enter any part of the address and browse, the results returned will be
all patients with your criteria in their address.

Tel No Containing: used to enter the patient’s telephone number. As with the Address
containing field Tel No Containing will search all the patients contact numbers Home , Work
or Mobile.

Sex: this field defaults to ignore therefore your search will ignore the sex of your patient
however you can change the dropdown selection box to Male, Female or Not Specified in
order to refine your search.

Post Code: used to enter the patients post code.

Date of Birth: is used in conjunction with the date field to its right. The DOB field defaults
at on therefore your search will return any patients born on the date entered to the right.
However you can change the value to either Before or After. By doing this you can find
patients older or younger than a set date, depending on the date you enter on the right.
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Appointment Date: This field and the date field to its right work in the same way as the Date
of Birth fields (described above) its default value is ignore therefore a normal search will
ignore any appointment dates however you can change the value to either on, before, after or
between. The between option makes a second date field visible and your results will return
any patients with an appointment between the date entered in the first date field and the
second.

GP: used to find patients registered with a particular GP, however you do not type directly
into this field, instead you click the Search for GP button to its left.

Figure 21 Browse Contacts
This will open the browse contacts screen (figure 21) you can then type the name of the GP

and click the Search button. All the GP’s in your contacts list with that name will be listed.
Double click or click the Select Contact button to pull through the contact information into
the GP field.

Surgery: is used in the same way as the GP field, by clicking on the Search for Surgery
button, again this will open the browse Contacts screen (figure 21) however this time will
only return surgeries previously entered via groups under the contacts icon.

Resource Name: is used to find patients who have been screened at a particular resource
(Clinic). The dropdown list includes all the resources set up via the Screening Venues icon.

Flagged: is used to find patients that have been flagged e.g. someone who needs wheelchair
access. By default the value is ignore and therefore will ignore any flags unless selected.

After entering a selection on criteria fields (a typical search would be Surname, DOB &
Postcode). Click the Browse button. All patients fulfilling those criteria will be listed below.
To then open the patients demographics screen double click the desired patient from the list.
Clicking on the New Query button will delete any previous search results and clear the
criteria field, ready for a new search. The Close Query button will close the Patient query
builder screen.

The other Report buttons will be discussed in the
reports section of this manual.
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SETTING UP CLINICS

Before patient screening appointments can be made, the clinics need to be set up. This
involves two processes the first being, entering all the screening venues into the application.
This is a one off process that would normally be done before the DRSS screening program
goes live and should only need updating if a new venue opens or an existing venue is
changed. The second process is to set up the scheduled screening days. This is an ongoing
process that needs to be done several weeks in advance of the appointments. The lead time
(length of time an appointment can be booked in advance) of appointments will vary from
trust to trust but would normally be around three months.

Screening Venues

Setting up or editing screening venues is done be clicking on the
Screening Venues icon from within the Patient and Contacts group.
This would open the Screening Venues screen (figure 22)

Figure 22 Screening Venues Screen
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This screen is where you enter the details of each screening venue in your program. When
you first open the screen the field colours are white, click the Add button to make the form
editable as seen in figure 22. The cream filled fields are editable and the pink filled fields are
mandatory.

Available Venues: This is a list box, listing all the venues that have all ready been setup. To
edit any of the currently setup venues double click on the venue in the list; this will bring its
details into the form below and are ready for editing.

Venue Name: This is the first mandatory field and is used to enter the name of the venue.

Clinic Start Time: / End Time:

This is where you setup the default opening times of each clinic. Each field is a dropdown
selection box where you would first set the hours and then the minutes.

Appointment Length: is a dropdown selection box for you to set the default appointment
length in minutes. This is a default length but can be changed at the time of making the
appointment if necessary.

Patients per App: defaults to 1 but should be set to the number of Optometrists/ Cameras
you have resources for. If you book patients in, say blocks of 3 but only have one camera
then this should still be set to 1.

Lunch Start Time: / End Time: / Use Lunch Start and End Time:

Lunch start and end times are used to set up the default lunch breaks (Non appointment times)
they work in the same way as the Clinic Start and End Time fields but only become active
after ticking the Use Lunch Start and End Time tick box.

Venue ID: is the second mandatory field. It accepts alphanumeric data but must be unique for
each clinic.

Screening Notes: is a free text field used to enter any notes you would like to keep about the
venue.

Screening Location: Is also a free text field about the location however this field can be mail
merged onto appointment letters therefore could be used to add directional information for
patients.

After populating the above fields click the Save button to save your work. The Delete button
will remove a clinic from the application.
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Scheduled Screening Days

To setup scheduled screening days, click on the Appointments icon found
in the Patients and Contacts group. You must schedule screening days
(make appointments available) before you can book patients an
appointment.

Figure 23 Calendar showing scheduled screening days

After clicking the Appointments icon the scheduled screening day’s calendar (figure 23)
screen will open showing the current month.

You can navigate the calendar by clicking the right and left green arrows at the top of
the screen.

You can also navigate the calendar by clicking on
the Go To Date button at the bottom of the screen.
From here you can either manually enter the date or
click the blue v arrow to open the calendar and
select the date you require. Click OK and the screen
will go to the date you require.
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Types of Clinic

Before we look at setting clinics up, it is important to understand the two different types of
clinics that we can create in DRSS.

Fixed schedule: is the default clinic type and is used to refer to actual screening clinics where
patients are going to book fixed time appointments.

Open schedule: clinics refer to an area where a list of patients who are due an appointment
can be stored. These lists are then used to send out invitation letters (open appointment). As
patients subsequently book themselves fixed appointments, they are removed from the open
appointment list and into a fixed appointment (this will be covered in more detail in the
appointments section).

Setting the scheduled day/days

Figure 24 Locations and Resources list

To setup a screening day you need two items in place, the location (This is a list of screening
venues, setup in previous chapter) and a resource (this is the camera or technically the laptop
or PC connected to the camera). The Locations and Resources are listed at the bottom of the
Scheduled screening days screen (figure 24).

All the Locations and Resources in your trusts project will be listed at the bottom of the form
however when setting up clinics you would only be interested in your own clinics, therefore
you can filter the list to only show your own clinics by putting a x next to your own clinics
and resources, then putting a tick in the Show only selected locations/resources box, this will
filter the list to only show what you are interested in thus preventing you from making
mistakes. The Clear button removes all the x’s so that you can make a new selection.

To setup a screening day or days you first select the day or days you would like to setup. You
then drag (left click and hold your location then drag to the required day and release the
mouse). You would do this with both a location and a resource.

You will get a message box
reading “Would you like to
assign the resource (selected
resource) to the location
(selected location)”.

Click Yes and your selected day should then look like the day on
the left. Your scheduled screening day is now set using the default
setting of the clinic (as created when setting up the clinic).
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Clinic Detail

Figure 25 Clinic Details

If you are happy with your default setting, then you need not go any further than the previous
step, however you may need to change the defaults. To do this double click the clinic you
have just set up, this will open the clinic details screen (figure 24). From here you can set the
clinic Start and End Date and Time (This is the time the clinic is open or available from). You
can also set the Active Clinic Start Date (this is the time between the first and last
appointments).

Clinic Type: the default is the Fixed Schedule (actual appointments) the other option is Open
Schedule (invite list).

Figure 26 Clinic Details (Expanded screen)
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By clicking on the green dropdown button (seen to the left) the Clinic Details screen
will expand revealing additional information (See Figure 26). From here you can
enter:

Health Care Assistant: this could be a receptionist or nurse on duty in the clinic, however
for the names to be available in the dropdown; they should have been previously set up as a
contact with relevant job title and type.

Photographer: again the photographer on duty in the clinic can be selected providing they
have previously been set up in the contacts section.

Resource: field is dimmed out because the resource was assigned when the clinic was set up.

Current Clinic Days: If a few (or full Month) of clinic days have been set up at the same
time, then each day will be listed in this section with a tick next to it. If you would like to
cancel any of the scheduled days then you can un-tick the required day. This would be
useful/quicker if for example you screen every day except Tuesdays. (Set up the full month in
one step and then deselect each Tuesday).

PATIENT APPOINTMENTS

Once the clinics have been set up within the system you can start to book patients in for
appointments. Depending on how your project is to be run, appointments will be either open
appointment (a letter inviting the patient to book a slot of their choice) or a fixed appointment
(a letter stating a fixed time and venue of their appointment). We will discuss each of these
processes separately starting with open appointments.

Open Appointments Process:

The Patient phones the Optometrist
of their choice and books an

appointment

The Optometrist will directly view the list of
patients who have received invites and

drags them into their own clinic (removing
them from the bucket appointment list).

Central Admin office will
send open appointment
invites to overdue Patients

Central Hospital-
based Server

Optometrist
Screening

ClinicPatient



Commercial-in-Confidence

DRSS User Manual Version 3.8 Page 31 of 54

Figure 27 Patient Appointments Tab

After setting up an open appointment clinic (See clinic details above) click on the Patient
Appointments tab (Figure 27). This screen is split into two halves the left hand side is where
the list of patients that have been invited to attend a clinic, will be stored. The right hand side

is split into three tabs.
Search: is the tab where you would
enter the criteria of the patients you
would like to invite to a screening
clinic. In the example to the left we
have entered criteria of:

This will return all the patients that are
registered at Green Meadow Hospital
that are due an appointment as at
today’s date and who do not have a
future appointment already booked
after this clinic date.

Field Criteria
Surgery Green Meadow

Hospital
Due Use today’s Date
Ignore
patients

Who have future
appointments after
this clinic


