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TPP SystmOne 
Standardising Textual Visits Across S1

	Key to the performance of S1 is the need to keep visits to a minimum across all S1 units. 
After 6000 visits a notification appears and the system slows.

	· Patient visits should be plotted up to 2 weeks and no further than 4 weeks into the future and must be marked as finished once completed.
· Patient visits and textual visits that indicate “starting/ending a shift” should be finished by the clinicians only.
· Textual visits for reminders, meetings, training etc should be finished when added. 
· Textual reminders on Lone working / Safe / First Assessments & Follow-Up slots should be left for the clinical team to update accordingly.
· All other textual visits should be finished straight away after they are added, preferably by the person adding them into the diary. However, when CAP capacity reaches 6,000+ visits and the warning appears, ISOs and admin have permission to finish these textual visits.  They must NOT finish visits that are patient related or that indicate start/end of shift (as per the line in red font above).


	How to Finish Multiple Visits at Once

	1
	Select Visits from the Large Toolbar 
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	2
	The visits screen splits into 3 tabs: 
1. Pending Visits – Displays a grid view of outstanding and past unfinished visits only, shown in 
order of date and by the clinician they have been assigned to
2. Follow Ups Required – Displays any visits that are required but have not yet had a date 
booked
3. Visit Search – Allows a search to be conducted for visits that have been dealt with, cancelled, 
or those where no access was gained
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	On the Pending Visits use the scroll bar at the bottom to move over to the right until you get to the end and can see ‘All’,

Click on the bottom value – it will become highlighted. Details of the visits will also appear in the box next to the table.
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	Click the column headed ‘Patient’, this will reorder the records so those without a patient linked appear at the top of the list.

If you wish to see the visits for a particular clinician, you can order the list by initials if you click the ‘Assigned Clinician’ column
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	You can then identify records to finish
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	Click on the first record you want to finish so it becomes highlighted then hold down the ‘Shift’ key and the down arrow at the same time to select multiple records (or hold the ‘Shift’ key and use your mouse to click certain records and highlight them).
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	With all the rows you want to finish highlighted click on the red door icon with a green arrow in the tool bar.

A pop up will appear asking if you want to finish the selected visits. Click ‘Yes’

The visits will now be marked as finished and removed from the list. However they will still be seen in the record, just coloured purple to show they have been finished.
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	Textual visits for reminders, meetings, training etc should be finished when added. 

Exception to the rule is for Lone working / Safe / Start / Finish / First Assessments & Follow Ups as these are part of lone worker process / operational process.
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