sisM How To: Import a Guideline and J_LHS

aal add it to the Local Index Highland

Importing guidelines into Vision has three stages

Guidelines have to be:
1. Downloaded to the server,
2. Imported into Vision
Note: you may have to remove an old version first,
see Appendix A.
3. Linked to your guideline index

1. Downloading the guidelines to your server

e Normally a guideline will be supplied as a folder in a .zip file. Some sources
(such as INPS and ESCRO) will provide it as a self extracting zip file which
will automatically unzip the file for you. It will also automatically save it to
O:\download\guidelines

¢ If the guideline does not automatically unzip, (e.g. guidelines on the mentor
downloads page or an email attachment) you will need to unzip it before it
can be imported into Vision.

To unzip a guideline

e From a web downloads page, Right click on the Guideline download icon
and ‘save target as’. Save in O:\download\guidelines in a new folder.
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e Extract the entire folder to O:\download\guidelines. Do not attempt to do
anything to the individual files in the folder; any interference with the
guideline files will result in the guideline not importing properly.



2.

Importing the new guidelines into Vision

Consullation Manaper

o In consultation manager
w ° Use the Guidelines menu to open
the ‘Select Guideline’ dialog.
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Import Guideline @ °

Select Import

:IGuidelines v2.1 [C) Copyright In F'!astice Systems 1999 * = The |mp0rt
* Generated import definition file DO NOT EDIT THIS FILE * GUide”ne dla|Og
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required file and
Cancel | import the guideline.

[ ]
correct folder.

Consultation Manager

)

Click OK to
continue

You may be warned to store any images embedded in the guideline in the

The Guideline(s) to be imported contain one of more images. At the next stage vou will be asked to select a directory
to store these images, Please note that this directory must be accessible by all users of the imported Guideline(s)
{j.e, it should be a netwark rather than a local drive), I you have imported images befare it is likely that the default
directory is correct and you should accept this.

Select directory to store bitmaps
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e The guideline(s) will then Import Guideline (Mot Responding)
be installed, and the o
. Loading Guidelines
progress screen will show _ o
. . . . . Diabetes Quality Indicators +10.0.00
which guideline is being
copied into Vision.
e When the import is complete, the guideline will open.

Note: The guideline is not included in any Index or other guideline at this stage
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3. Add a Guideline to the Local Index

¢ In Vision Consultation Manager, click, on the Local Index button
on the main toolbar.

¢ Click on the Maintain button to start editing the index: g
e The entries in the Index will expand and you will see the
Guideline Maintenance toolbox.
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NHS Highland  Vision Guidelines issue 4 (Apr 08)
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Guideline Maintenance

toolbox
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¢ Click on the line that is above where you want to insert the new
guideline, and then click on the insert guideline ( ) button in the

toolbox.

Select Guideline by Mnemonic

Mnemonic:

*G5F51: Gold Standards Frames

otland - Palliative Care

" By ReadTem
v Locally generated
v Male

' By Mnemonic
IV Reports
v Female
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Lancel |

e Select the guideline by double clicking on it.
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[ ]
his opens the Select
Guideline dialog, in the
Mnemonic box at the top
enter the first few
characters of the Mnemonic
of the guideline you wish to
insert and the enter key. A
list of matching guidelines
will be retrieved.

Note:

Highland Guidelines start
Escro Guidelines start
Qof Guidelines start

@ES
&NC
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e The additional guideline is now on the menu, below the line you had
previously clicked on:

=lofx]
EF IR EECEIRE

‘% & Local Guideline Index
| Local Guideline Index k|

ESCRO A [E e =
Escro Menu

HIGHLAND GUIDELINES =
NHS Highland ~ Vision Guidelines issue 4 (Apr 08) = * ¢

SWINE INFLUENZA
Gold Standards Framework Scotland - Palliative Care
NW Highland Keep Well 0.1
SCIMP/SUMMARIES
SCIMP - Summarisers Index

e Click on the maintenance button again, this will put the index into g
“normal” mode. You can then open the added guideline by double
clicking it.

Al

e Close the local index with the blinds button.

e The index can be checked by starting a consultation for a patient and
then opening a standard guidelines tab
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Appendix A: How to Remove a Guideline
Step 1: Remove the guideline from any indexes or other guidelines that contain it:
1. In Consultation Manager, open the guideline or index that contains the
guideline that is being removed and select Edit:
e Guideline (Menu)—> Select Guideline
e Find the Guideline or Index and select Edit

Select Guideline by Mnemonic @
Mnemaric:
=
Fint
$
Copy |
% Delete
Triggers
Mew
I t
 ByRead Tem & By Mnemonic ™ Newwindow %
¥ Localy generated ¥ Reports ¥ Centraly issued
¥ Male W Female %

e Click OK to continue:

Guideline Header - Update ===
Cancel
g
[ v|  Triggers.
Category
[Local Guideline =
[Both Seves Al ages Edt...

2. Select the guideline you are going to delete, Right Click on it and Delete:
NHSH Polypharmacy Resin--
Pharmacy Meds Recong
AMP Pharmacy Medicat
Cairn Admin pharmacy ti
REQUEST FOR PHARI
Brora to Pharm discharg
Discharge and medical 1
NHS Highland SPSP Mg~ ©tego Defaults i
Pharmacy Discharge Add 4

7

Plan Header

Infarmation

3. Click on the 'B& Maintenance button to save and activate the guideline/index.
4. Close guideline/index screen =

Step 2: Delete the guideline being removed:
1. Guidelines - Select Guideline
2. Find the guideline being removed and select Delete.

el CI|Ck Delete Guideline Header - Delete (5]
[P o] . . . Guidsline Memaric: ’.T—Ete
S ~ || againto confirm: e
Guideline Description:
| [NHSH Polypharmacy Review
_ o | Tiiggeiing Riead Term(s)
I =] Triggess
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[Local Guidsine =l
e
ResdTen O GMmrc [ Newwidow || — | [Bath Senes &l ages Edt
W Localy peresated W' Repots ¥ Cenirally sued
W Maie W Femaie. ]
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