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USING THIS DOCUMENT
This document considers the current Clinical Letter functionality within TrakCare. It
has been abbreviated for AHPs who will use Out Patient Clinic Letter and Generic
Clinical Letters.
- Outpatient Letter — auto-populates with patient demographics, GP address
clinic and appointment details.
- Generic Clinical Letters — various types only auto-populate with patient
demographics.

OVERVIEW OF TRAKCARE CLINICAL LETTERS

TrakCare has Letter types which correspond to the National Document Heading
Standards for Correspondence. This means that the correct metadata will be
attached to the letter when it is sent to SCI Store to be viewed in the
Correspondence lists in Portal. Letters to GPs will go electronically over Electronic
Document Transfer (EDT) to the practices’ Document Management System.

Letter type workflows are accessed through the Discharge Letters and Generic
Letters Tabs.

IDischarge \
Letters YIDISCHARGE LETTERS (CLINICAL SUMMARIES)

Out-patient Clinical Letter (OPCL)

This is a letter to the General Practitioner, which can be completed following an Out-
patient Attendance or at Discharge. Updated letters can be created as new versions
of the original letter. Copy to names and addresses can be added as free text.

Generic
||etter5 "’lGENERIC CLINICAL LETTER

These letters have been designed as a single screen (known as a Chartbook) to
allow multiple different letters being in progress / completed per episode. There is a
free text field to add further description within the letter.

Letter Menu Index Example
name standard
Letter to Patient Patient Co10 Changes to treatment, medication etc.
(LP)
Clinical Letter to GP GP CO03 Follow up; Results letter;
(CLGP)
Clinical Letter to Others | Clinical CO03 Letter to Dentists; Opticians; Therapists;
(CLO)
Referral letter Referral(R | CO14 Onward referral; tertiary referral; Out of area referral.
L)
Social Services letter Social CO15 Letter to Social Services / Care Agencies
Srves (SS)
Transfer letter Transfer CO16 For transfer out with the Board; Transfer back to
(TL) Community team
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MDT letter MDT C020 Cancer MDT reports; Rehabilitation MDT reports
(MDT)

Generic letter Other (GL) | CO99 Catch all

Operation note Op Note | CL12 Allows Operation notes and procedures in TrakCare
(Med sec / admin view) | (ON) to be viewed in Clinical Portal.

Out Patient Clinic Letter (OPCL)

Process map — Out Patient Clinic Letter
(AHP typing)

Preview letter
Clinical Summary = Edit Summary TerieT=]
&.F"Hj’ﬂ _’
Camespondence
Tab
t
Sel=ct Szt Review
- Craate new Set Review Status.
RIS | OPtlfar [ Typelemer [ TR2T ta Letter Printed
st Eppaintment A y Setletter status to
Buthorised
Letter
transferred to
501 Store,
Clinizal Partal,
GP syst=ms.
May 2014

For OPCL each letter clinical note must be attached to an appointment so the letter
is started by highlighting the patient appointment on your OP worklist.

& 4 Outpatients Qutpatients Other WL Worklist By Pt Ward Request Specimens to Pt Activity Pt Activity Other IP 4
7/ « | Attenders Casenotes be collected Popup »
Jutpatient Worklist Follow Up Appt Appt List
Cardiology: Dr Hany Eteiba ][ Chiropody/Podiatry: Podiatrist Jolene McHugh ][ Dieticians: Dietitian Bridgeton Clinic ]
Dieticians: Dietitian General Clinic I Dieticians: Diefitian Poliok Health Centre Il Dieticians: SG Generic Diefitian I Dieticians: VI Generic Dietitian
General Medicine: Dr Malcolm Shepherd “ Geriatric Medicine: Dr David Stewart ” Obstetrics: Dr Victoria Brace ]
Oral Medicine: Dr Alexander Crighton Il Orthotics: Orthotist Gail Morrison Il Physiotherapists: Physiotherapist Alison Baird ]
Physiotherapists: Physiotherapist John O'Toole Il Renal Medicine: Dr Colin Geddes Il Respiratory Medicine: Dr Evelyn Millar | B preferences
Clinic List il
Care Provider Description Clinic Location Day Date Time From | Time To Sgsig:ments Overbookings | Vacant | Attended ggel::gt Messa
STABR578-
PHYSIO ACH
i“;gfg‘;:;p‘“ QSBI?IRD glgﬂn’ii‘ﬁf'gfﬁﬁd Thursday — 08/05/2014  08:30 16:15 0 15 0 '
THURSDAY Floor ACH -
< 1 | b
Search For CHI < Prev Day Next Day > Session Message MOIRA MCELENEY 13:30 1 HOUR Clinic CP Seeing | »
Day
[ i | Sesson o gni30 16113 STABICTOPHYSIO ACHA gttt s

Hide Closed Slots

m_J

Select | IconProfile A Time | *CHI 4/Surname | Forename | DOB Gender | “Appointment Type | Slot Services | *Status | Arrived | Appt Offers
08:30 G RMSK 1;
7 *® “‘g@ 09:00 0310546397 Physio Tom 10/03/1954 Male  GRMSK Slots=0; Booked ¥
< — 1l ] x
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Click on Discharge Letters tab and then select New OPCL

AW Discha rge Outstanding _.r\:qu::l LSt Vet Single |Urgent Man §'Refermls Outpatients | Outpatients ‘Other W 4
Letters hd DS OP Ratient Referral »
ED Attendance Letter New IDL New OPCL Hit Summary New FDL
Cardiology: Dr Hany Eteiba ][ Chirop8gy/Podiatry: Podiatrist Jolene McHugh ][ Dieticians: Dietitian Bridgeton Clinic ]
Dieticians: Dietitian General Clinic Il D\ew' re I Dieticians: SG Generic Diefitian Il Dieticians: VI Generic Dietitian
General Medicine: Dr Malcolm Shepherd ” Geriatric Medicine: Dr David Stewart “ Obstetrics: Dr Victoria Brace ]
Oral Medicine: Dr Alexander Crighton I Orthotics: Orthotist Gail Morrison Il Physiotherapists: Physiotherapist Alison Baird )
Physiotherapists: Physiotherapist John O'Toole “ Renal Medicine: Dr Colin Geddes ][ Respiratory Medicine: Dr Evelyn Millar ] B! preferences
Clinic List i
. . . Appointments Did Not E
Care Provider Description Clinic Location Time From | Time To Booked Overbookings | Vacant | Attended Attend
STABR578-
PHYSIO ACH
STO Physiotherapy
FITEEITEENS: A BATD Department Ground Thursday ~ 08/05/2014  08:30 16:15 0 15 0 =
Alison Baird MSK Floor ACH
THURSDAY =4
| i | b
Search For CHI < Prev Day Next Day > Session Message MOIRA MCELENEY 13:30 1 HOUR Clinic CP Seeing | »
Day
- Session . 16:15 STABRS578-PHYSIO ACH A Multi Slot
None 08:30 ;1R MSK THURSDAY ALL DAY = Ouerride

Hide Closed Slots

m |
—

Select | IconProfile “Time | =CHI */Surname | Forename | DOB Gender | “/Appointment Type | Slot Services | *'Status | Arrived | Appt Offers
08:30 G RMSK 1;
7 ¥’ Na@ o0 [ ehysio Tom 10/03/1954 Male G R MSK Slots=0; Booked X

The OPCL chartbook opens. Normal workflow would be Notes / Edit Summary (top
left hand tab) -> Additional OPCL Info tab -> Clinical Assessment if you want to put
in a Diagnosis or Procedure (can be ignored) and finally the Notes/ Edit Summary to
save the chartbook (letter). After first save a hyperlink will appear which will allow
you to view the draft letter.

CHII |Name:AnyA||p Gender: Male DOB: 01/04/1979 Age: 35 Years Phone: 01412014224 a*mz
SAPerson.Banner 0.026200 (secs), 15810 (lines), 1888 (globals)

Clinical Notes List
Search

Additional
OPCL Info

Clinical " | =bete [ETime | FType | Note .| e
Assessment

Setate | ZARROiNtment | Appointment
Status | pape Time

Document Type OPCL a

Contact Care Provider Frysitherspist Hargarst

Distribute To

¥ Delete from List

Please ensure that the correct GP is listed above before you authorize the summary

Highly Sensitive [ ] Review Status Q,
Gz o g it g ("Clinician Approved” means this letter is authorised for printing.)
Clinical Summary Status |, progress Q

("Authorised” means this letter prints at this workstation's printer.)

User Margaret Hastings

jepr.Chart.Messages 0.075074 (secs), 1275 (lines), 48 (globals)

Canned Text - needs to be built for each individual user. The service should
agree standard letter wording for discharge letters etc. This can be produced as a
word document and then transferred to the TrakCare canned text function. It needs
to be done once only — but can be edited as required. This is built from the
Additional OPCL Info tab (2nd tab left hand side).
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Naotes/ Edit
Summary

Clinical
Assessment

Follow Up

Medication Not=

D=partmant

B Questionnaire Edit Profile: Additional OPCL Info

Additional OPCL Info

Bnew

ol

P |

ol

Use a field with the
Canned Text Icon 1’.

Type in the field,
highlight it and then the
canned text icon will go
green. Click on the icon
to open the Canned text
build screen.

You can also get to a canned text icon from any Clinical Notes using the Paste from

Word Icon.

PAPerson.Banner 0.038419 (secs), 15963 (lines), 1762 (globals)
Clinical Notes
Type

Link to Appointment

[Dutpatients NoresJIRRS
GRMSK q

i
0] ¢ o] (IR o] |
E Normal ¥ Times New Roman v 3> I Bl ]' |Q|XZ|X2|AI§

Care Provider

Appointment Time

Physiotherapist Margare Q

Specialty Physiotherapists C\

J Save

Canned Text

Saved For

User.SSUser

User.5sUser

User.SSUser

User.5SUser

User.SsUser
User.SSUser
User.SSUser

User.5sUser

User.SSUser
User.SSUser
User.SSUser

Code  gf
Presenting Condition:
They received treatment(s) from
Save User (Margaret _
For Hastings) Add
Code Text Delete
AB Mr A Brooksbank x
T Consultant Orth
ABI Average Units per week »*
Freque
AC Mr A Chappell x
— Consultant Orthop
AM Dr Alison Mitchell *®
Consultant i
bl Please check bloods ¥
CADD [‘!'—.] THIS PATIENT HAS AN INDWELLING 3
CADD1 palliative Medicine Consultant *®
+ o
CADD?2 IDate of Casette Change: x
CART Community Assessment & Rehabil >
cob THIS PATIENT HAS AN INDWELLING <
COoD1 pPalliative Medicine Consultant *
s Lesmei x

User.SSUser

Text 1hg patient was referred to Physiothefapy on:

to

Saved By

Margaret Hastings
Margaret Hastings
Margaret Hastings

Margaret Hastings

Margaret Hastings
Margaret Hastings
Margaret Hastings

Margaret Hastings

Margaret Hastings
Margaret Hastings
Margaret Hastings

Margaret Hastings
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The Users Canned Text Table opens with the text added enabling to allow the user
to add a suitable code. E.g. ref code and referral information as above. Click on Add
and it will be added to the table.

Whenever \ ref and the spacebar clicked the referral information will be added to the
letter.

From the Canned text table additional text can be added as required by clicking on
Add. Enter the code and Text in the table and Save as User. The text for a whole
document can be added including all options, this can then be edited in the letter.
You can add the names and addresses of frequently used consultants, other AHPs
etc. Include a Yours sincerely with your name and designation to make it quick to
finish the letter.

Inserting Canned Text into a field

Type F6 — your personal canned text list opens. Select the text you require and
double click to enter it into document.

You can also enter canned text using the short code in many text fields. This is done
by typing \code (e.g.\ref) and pressing the space bar.

Entering Text for OPCL
To start a letter from the Clinical Notes tab (top left tab) click on New

B Clinical Notes B pew

Clinical Notes List

Search
- - - “Car= | CarsProv * Appairtmart | Appsintment
Fri=y E

H= Clinical Summary Edit

Document Typs OFCL QU

The Outpatient note opens and includes the Care Provider (if you are doing the letter
yourself — secretary will have to add the user name if dictated), the specialty,
appointment date and time. It is important that the clinic and appointment details are
correct (if not you've probably selected the wrong appointment).

PAPerson.Banner 0.038419 (secs), 15963 (lines), 1762 (globals)

Clinical Notes

Type [Outpatients Notes] Q Care Provider Physiotherapist Margareo\ Spedialty Physiotherapists Q
Link to Appointment GRMSK Q Appointment Time

I Y el M P

" g Normal ¥ Times New Roman vy 3 ‘ Bl f |Q|X2|X2|A||§|§| §|§|| ;-l = ’; _E
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You can now start to build the letter using Canned text — or free text as you want.
There is limited formatting and you can paste from a text file. The Clinical Notes has
spell check ¥I (full clinical terms; diagnosis; procedures and medications and English
— additional English words can be added but not by user). The formatting menu
below has the ability to cut; paste (internal TrakCare) paste from Word (removes any
Microsoft formatting); spacing, offset, bullets.

0] & | B @] B F{2[3enin] fu] ] ~ ]
§ Normal ~ Times New Roman vy 3 ‘Bl ]- |Q|XZ|X2|A||5|§ EEHE

While the formatting menu has the ability to import a picture / chart it appears that
this has to be generated within the patients’ clinical record and GG&C has not yet
reached the required level of development of the Clinical Record to enable this. It is
recommended to use very little formatting to prevent corruption of documents.

PAPerson.Banner 0.038419 (secs), 15963 (lines), 1762 (globals

Clinical Notes

Type Outpatients Notes S8 Care Provider Physiotherapist Margare Q Spedialty Physiotherapists Q
Link to Appointment G R MSK C‘ Appointment Time

! - =3=|2 * u

,|0| & |||®|E|‘ Elé' |§ |:-=|nlnll‘lnn|nn'|‘ e

Normal ¥ Times New Roman v 3 ‘ Bl ] |Q|X2|leﬂ|§|§| Elél\ EE EE =[E

Build letter using Canned Text
"ref" then click spacebar. Clicking F6 will also pop up on screen your saved text and you can click on it with mouse.
This patient was referred to Physiotherapy on:

Presenting Condition:
They received treatment(s) from to

1

Complete the sentences.

<= Enter text on diagnosis, clinical findings, treatments >>
<= Enter any GP action required "\GP" canned text=>

GP action required -

"out" to enter discharge outcome and delete statements not required.

Discharge outcome

Completed course of treatment: Fully resolved

Significantly improved

Partially resolved

Unchanged

‘Worse

Condition was improving, patient was advised to contact us if further help was required and has not.
Failed to attend or cancelled review appointment(s) on
Provided with a walking aid or appliance

Has an exercise programme to continue with self management
Referred elsewhere -

"sig" to add name and designation

This patient has been discharged from our care

1

Yours sincerely

A Phvsiotheranist

Once the letter is complete - remember to Update the Clinical Note. This will close
and save the note and return it to the Chartbook. Save will save the text and not
close the note.
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Additional OPCL info

Add information to the OPCL tab. Remember to Update to save the information.
The Additional OPCL Info tab is a questionnaire that holds information not held
anywhere else in TrakCare (or that is accessible for a Clinical Letter).This is where
you have to add contact details; Copies to; Dictated Date (legal date of letter at
which you had relevant information); Department e.g MSK/ PFD etc. In the OPCL if
information is not entered in the Requested OP Investigations; Follow Up;
Medication Notes then these headers do not appear as place holders in the Letter
output.

B Questionnaire Edit Profile: Additional OPCL Info B pew
Additional OPCL Info

Raguested Outpatient Irvestigations

Follow Up

Megizalion Nole

Musculoskeietal Flysictherapy Ssrvice

Department

Secretany's Email Address

Mr & Brooksbank

Cormultant Orthopasdic Surgesn
Organisations Distributs To Royal Infimary

Castie Strast

Glasgow G4 OSF

4 el »

D1413146671

Clinic Tel,

Transcribed Date

£ &

Dictated Date 905201
Rafararce

Status =

Using the Document Summary Tab

Click on the Notes / Edit summary tab (top tab) - the Clinical Summary edit screen
controls the review status of the draft letter. The OPCL is always sent to GP. If the
registered GP is not the GP who made the referral you can change it in the
Distribution List field.
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Clinical Notes List

Additional Search

OPCL Info
“ICare CareProv + Appointment | Appointment

Clinical Edit | *Date | “Time | *Type | Note T | e “IStatus Date T ~ — - El
Assessment MRNursingNotes.List 0.006410 (secs), 4692 (lines), 217 (globals) @ SCGC-UAT - Revie... u—lg‘:'

Description Code AI
AC [

Awaiting Dispensing [
Awaiting Dispensing Check ADC
3324 (globals) Document Type QPCL Clinician Approved CA
FDL Review Completed FDLRC
. - . Letter Printed LP
Contact Care Provider Physiotherapist Margaret Q& Meds With Patient MWE
. q Pharmacy Rejected PREJ =
Distribute To Prescription Completed DISP |[=
Requires Pharmacy Review PR
AM Cron, 43133/1, Drs Mcgowan cron howat mckinlay || Requires Transcription RT
S - - Review FDL RFDL
TorEnT L Transcription Done TC
Transcription Rejected TR

Please ensure that the correct GP is listed abd{ | b

Highly Sensitive [] Review Status Q
e e S WihEE g ("Clinician Approved" means this letter is authorised for printing.)

Clinical Summary Status | progress q
("Authorised" means this letter prints at this workstation's printer.)

User Margaret Hastings

Update

When you have completed the letter you need to change the review status to
“Clinician Approved” (CA). You can use the short code or the spyglass for the drop
down list. Clinician Approved adds Electronically Signed care provider to the letter
and generates the report to allow you to preview the letter.

Clicking Update closes the screen, generates a draft copy of the letter and returns
you to the OPWL.

Viewing Letters in TrakCare
Letters can be found in the

1) Clinical Record icon in Patient Header Bar . Click on the clinical record icon
for the patient and click on the Documents tab. This opens at Correspondence
and there will be a hyperlink to your letter. Click on the hyperlink and the
Chartbook will open.

Correspondence| ESEREEISEES Nursing Theatres Questionnaires f Annotation Scanned EPR Referrals -
[Al]

Images Documents SCI Gateway
Clinical Admin Letters
Assessment
B Correspondence

J Print

Procedures/Rx

Laboratory Clinical Summary List

= = = Last | Last = Create
Episode No Ml"te"de‘j | DTHELE | e Update | Update | “Spedialty = Ca:f E[i‘sc"arge New
CHETEIEE || TS Time | User ROLEST 85 Version
[F] 00008094791 Outpatient ?;SLWCB‘ Authorised  11/10/2013 13:51 f;‘:s';‘“" ophthalmology E:ﬁ:ﬁmm - 0
Letter to . Jayne Ms Sara R
[l 00008094791 Outpatient =i Authorised  22/10/2013  10:45  NRS Ophthalmology 1> >1% (]
Ann-
] 00007907596 outpatient ~ ‘UMCALIETEr , poriced 01/11/2013 10:25  Victoria Medical ot white = (]
—cp o Oncology
0 0, Y . Margaret Physiotherapist
[F] 00008179319 outpatient @ Progress  09/05/2014 11:35 [RONEE physiotherapists [IVSOTEPI 31/03/2014
e O PAAdmDischargeSummary List 0.276868 (52 iines), 897 (globals)

epr.Chart.Messages 0.003666 (secs), 1275 (lines), 46 (globals)

Medications:

Documents
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2) Discharge Letters tab, click on Edit Summary you will launch the Clinical
Summary List. From here you can click on letters to preview using the
Document hyperlink.

Clinician Result List Referrals Medical

Records ¥

FDL Request | Clinical
List Record

New IDL

Discharge
Letters v

Vet Single Urgent Man
Patient Referral

New OPCL :  Edit Summary New FDL

Inpatients

Q'“ £ | €S Review

Qutpatients
W/L

ED Attendance Letter E

Patient Find >  Patient List > e

[PAPerson.Banner 0.010636 (secs). 15759 (lines), 1719 (globals)
J Print

Clinical Summary List

s | Eeery | Crmme T Discharge | Discharge | .o o, | Intended Admission | Care S Report

Date Time = Management | Date Provider History
- . R In - Mr Andrew B
0000048449)  OP Clinical Letter Progress  Outeatient  04/13/2011 gy JTU Orthopaedics
[0 00000484483 OF Preter - - Authorised  Outpatient 04/11/2011 EL;“;‘;E"TW Orthopaedics ] =
[1 00000484483 OF Clinical Letter - - Authorised  Outpatient 04/11/2011 2;;;:;?‘” Orthopaedics ] =7
45y Emeraency Discharge . IRH Emergency B
00 Eoooooozasn  Si=r=rs 16/10/2011 16:06 Authorised  Emergency  16/10/20i1 Dr Karen Leckie DEmirmen ] B

[PAAdmDischargeSummary.List 0.018530 (secs), 16524 (lines), 794 (globals)

Opening Draft letter

Motes/ Edit
Summary

Clinical Notes List

Additional —

OPCL Info

Appointment

re reProv Appointment
Date Time

Clinical Provider | Type Status
Assessment 5100 (lines), 246 (globals)

=~ Type | Note

epr.chartbook.
0.117868 [
56084 (lin
9594 (global

Distribution List
¥ Delete from List

Please ensure that the correct GP is listed above before you authorize the summary

Highly Sensitive [] Review Status Clinician Approved Q
Consent for Sharing Withheld ("Clinician Approved" means this letter is authorised for printing.)
Clinical Summary Status | progress. Q
("Authorised" means this letter prints at this workstation's printer.)

User Margaret Hastings

Update

Clicking on the Hyperlink will launch the draft pdf document for viewing. At this stage
you can use the Windows print function to print the letter — for correction, but
remember the Board policy of working paper light.
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Clinical Notes Audit

30/06/14

PAPerson.Banner 0.012003 (secs),
Clinical Notes
Type Outpatients Notes

16881 (lines), 1817 (globals)

Care Provider Physioterapist Margaret b

Specialty Physiotherapists

IE

e ———
@ SCGC-BASE - Windows Internet Explorer provided by NHS Greater Glasgow and Clyde

i Normal

Data Audit Trail List

Demor Table

Details

User Code
12/06/2014
12/06/2014

14:26
11:38

MR_NursingNotes
MR_MursingNotes
12/06/2014 11:26 MR_NursingNotes
12/06/2014 11:25 MR_NursingNotes
SSAuditTrail.List 0.014345 (secs),

0310546397:00008179319
0310546397:00008179319
0310546397:00008179319
0310546397:00008179319
5814 (lines), 210 (globals)

Update
Update
Update
Insert

Margaret Hastings
Margaret Hastings
Margaret Hastings
. ) Margaret Hastings
This is

Large
blood

more it

Yours

Margas

User Name User Role
Margaret Hastings
Margaret Hastings
Margaret Hastings
Margaret Hastings

< 1l

| »

Margaret Hastings € Local intranet |

Protected Mode: Off

=

\Edit_0.006747 (secs). 10761 (lines), 549 (glabals)

#100% v

-

Bottom left of the Clinical Note is the Aud

it trail menu

. Clicking on Audit trail opens

the list of all the changes that have been made to the Clinical Note.

PAPerson.Banner 0.011603 (secs), 14025 (lines),
Data Audit Trail Fields
Field

1728 (global=)

Walue Changed From
NOT_NotesHTMLPlainText {51

NOT_NotesHTMLRichText {5

NOT_Time 11:38
SSAuditTrailFields.List 0.004174 (secs), 5100 (lines),

Value Changed To

=]
&

14:26
286 (globals)

Time and text versions are available to view. Click on the magnifying icon E to

view the changes to the field.
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Data Audit Trail Fields |

This is a test document, which has been entered by canned text, to speed up the note creation process.
Large sections of text can be pasted from a text document (Not MS Word) e.g. "If this patient needs to
have a blood transfusion, cellular blood components (Red Cells and Platelets) MUST BE GAMMA
[READIATED. PLease inform the blood transfusion laboratory”. For more information about using
Camned Text please see user guides on sharepoint.

Yours sincerely
Value Changed From

Demonstrating that additional information has been added to this letter and can be previewed through the
Clinical Notes Audit Trail

This is a test document, which has been entered by canned text. to speed up the note creation process.
Large sections of text can be pasted from a text document (Not MS Word) e g. "If this patient needs to
Value Changed To | pave 4 blood transfusion, cellular blood components (Red Cells and Platelets) MUST BE GAMMA
IRRADIATED. PLease inform the blood transfusion laboratory”. For more information about using
Canned Text please see user guides on sharepoint.

Yours sincerely

Margaret Hastings

Authorise the printing of the letter

If there are any letter sensitivity issues for storage on portal then these check boxes
can be ticked in this screen. The Highly sensitive and consent for sharing can be
ticked — these letters will still be viewable within TrakCare but restrictions will apply in
SCI Store and Clinical Portal.

Once you are happy with the letter content - change the review status to Letter
printed and change Clinical Summary Status from In Progress to Authorised. The
OPCL is print rendered sending it to SCI Store / Portal and electronically to the
General Practice.

When paper-lite is switched on there will be NO auto-print of the OPCL. If you
require a printed copy to send you need to reprint the letter. You may be able to save
a copy of the finalised pdf and email it to a consultant’s secretary for their attention
rather than printing and posting a letter.
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GENERIC CLINICAL LETTERS

Process map — Generic Clinical Letter
(AHP typing)

Preview letter

Clinical Summary = Edit Summary from Clinical
Summary or e
Correspondence
Tab
t
Sel;ztn?ig;ent Click on Set Review Set Review Status
worklist or Generic status to to Letter Printed
AHP episode —>{ Letterstab —>{ Type Letter —>{ Clinician Set Letter status to
. and select Approved Authorised
firerm Epfiseste letter type Update 1]
tree. Piate
Letter
Auto-Printed transferred to
letter (except [<—{  SCI Store,
CLGP) Clinical Portal,
GP systems
May 2014

These letters combine the Clinical Note, Additional Information and edit Summary
screens of the OPCL into one screen, making them easier to use, but you do not pull
through any clinical detail to the letter.

the £ Episode CS Review Generic Clinical Discharge Clinician Old Result Vet Single Urgent Man Referrals Inpatients Qutpatien’ >

Outcomes. letters R4 Record Letters List Patient Referral W/ W/L B

Patient E GP E Clinical E Referral E Social Srvcs E Transfer E MDT E Other

For Generic Clinical Letters you need to select the letter type you wish to use. You
need to have the patient in context through either using the OP Worklist or Episode
Tree / Patient Activity tab to select the correct AHP episode. (To get the correct
hospital / health centre address).

h‘i £ Episode Tree Results Episode CS Review Clinical Record [eWIMEIE] New Request  Others Discharge Outstanding :
& Outcomes hd Workbench Letters DS OP

Patient . GP . Clinical Referral Transfer Social Srvcs . MDT
[ Cardiology: Dr Hany Eteiba ][ Chiropody/Podiatry: Podiatrist Jolene McHugh ][ Dieticians: Dietitian Bridgeton Clinic ]
[ Dieticians: Diefitian General Clinic Il Dieticians: Dietitian Pollok Health Centre: Il Dieticians: SG Generic Dietitian I Dieticians: VI Generic Dietitian
[ General Medicine: Dr Malcolm Shepherd ][ Geriatric Medicine: Dr David Stewart ][ Obstetrics: Dr Victoria Brace ]
[ Oral Medicine: Dr Alexander Crighton I Orthotics: Orthotist Gail Morrison Il Physiotherapists: Physiotherapist Alison Baird ]
Physiotherapists: Physiotherapist John O'Toole I Renal Medicine: Dr Colin Geddes Il Respiratory Medicine: Dr Evelyn Millar | B preferences
Clinic List e
Appointments. Did Not H
Care Provider Description Clinic Location Day Date Time From | Time To Booked Overbookings | Vacant | Attended Attend Messag
STABRS578-
PHYSIO ACH
STO Physiotherapy
HiyEdEErE: W EARD Department Ground Thursday — 08/05/2014  08:30 16:15 0 15 0 =
Alison Baird MSK Floor ACH
THURSDAY -
< — T | 3
Day A
. Session 16:15 STABR578-PHYSIO ACH A Multi Slot
m None 08:30 ga1ppy MSK THURSDAY ALL DAY O Overnde
Hide Closed Slots 7
Select | IconProfile “Time | =CHI ~Surname | Forename | DOB Gender | “Appointment Type | Slot Services | “Status | Arrived | Appt Offers
08:30 GRMSK 1;
Y ¥ Py :&ﬁ 09:00 |:| Physio Tom 10/03/1954 Male G R MSK Slots=0; Booked ¥
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Click on the letter type (this example is referral) and the screen for completing this
letter open. These letters only pull through the patient demographic details and the
episode hospital, everything else has to be entered in the fields.

[FAPerson.Banner 0.014340 (secs), 14841 (lines), 1708 (globals)
= Clinical Summary Edit

Referral letter
Preview - Last Saved Version

Document Type Referral letter Letter Description

par A Brooksbank g Department Physiotherapy
Consultant Orthopaedic Surgeon
Royal Infirmary

Recipient name & address .cte Street Telephone "
Glasgow G4 OSF
Enquiries to S
Dictated date ’1
Contact care provider  Physiotherapist Margaret Hastings o
Transcribed date ’_.i
Salutation Mr Braoksbank Reference -
4 ¥ - 3% u
{10 % [ 2 o8 ) ] 33 e e ] v

i Normal « Times New Roman v 3 ‘ Bl ,l |H|X2|x2| Al‘ glg E §

1=

o—
=
=

| T

Could you please review this patient as they are making no progress. I have tried X, Y and Z but range is not
improving and their may be a boney block.

Yours sincerely

You can have frequently used names and addresses saved in your canned text, you
need to enter it in the body of the letter and drag and drop it to the recipient name
and address. You can also have the body of standard letters saved as canned text.
NB you can only use \code to enter canned text in Clinical Note here.

Referral letber
: i Sarond s

i - Laat Srond Varwlors

—= = T - Canned text can be used in
et e - - the body text of clinical note
e o and in the Telephone and
. - — Enquiries field.
G ; 0 [ 2 = e e Y 2
- s Copies to — names and

addresses can be added.

ol yom plazse renies: fis patingt 21 they ars maling no prograns Theve sisd 3 ¥ and Z bt rangs
s 00t mproning aod dhedr ey be 2 boney block

Voursscmrty Ticking the Highly sensitive

— box, means that the letter
requires password access on
Clinical Portal.

Cirical Ncke Seior Physiotherapist

Ticking the Consent for
sharing withheld means that
i the letter cannot be viewed on
S ¥ Clinical Portal.

Cormart for wrarg

e e s @ The Review status and Letter

T e, s o i e el o e Status work as for OPCL.
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The letter is typed and Review Status of Clinician Approved is selected and Update
Clicked. This adds a statement to the letter that it has been electronically signed by
the user including their designation.

Once Updated you will return to the original screen from where you started letter
production. To Preview the letter you can click on the Clinical record icon to go to the
Correspondence tab or you can find the letter in the Clinical Summaries tab.

PRINTING

TrakCare is set to auto-print all clinical letters not addressed to the General
Practitioner. Letters to the General Practitioner will go electronically over the
Electronic Document Transfer (EDT) software to the GP Practice.

The document should print immediately at the nearest TrakCare printer provided it is
switched on and has the correct paper in the correct tray (see print test guide)

Printing process —
View in Portal

A
Letter to
K SCI Store
Chartbook Clinical ZEN
completed,; 3 Summary Status - Report
checked set to Generated >, Letter t(? GP
and Authorised (for Practice
approved printing) Letter printed

> at printer

Pdf in Documents
> Folder

Additional copies can always be printed from TrakCare and these are logged in the
system. From the Authorised Document hyperlink pdf of the letter you can save it
and send it as an email attachment to a consultant / other AHP.

Printing Additional Copies / Reprinting
Letters can be reprinted either from the Documents tab in the Clinical Record icon
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Discharge Clinician
Letters hd

New OPCL :  Edit Summary : New FDL

0ld Result Vet Single Urgent Man Referrals Inpatients Outpatien
i i WL WL »

e £ |ES Review Episode Tree New Episode  Clinical
- List Patient Referral

Record

ED Attendance Letter & New IDL

Discharge

Patient Find >  Patientlist > o IR

Discharge | Discharge | o oip,o | Intended Admission | care . Create Previous | Report |
Date Time CS Status | yonagement | Date Provider Er==y New Version | Versions | History | —°PY
W  IRHO0S7277 Final Discharge Letter 22/09/2011  10:46  Authorised Inpatient 07/08/2011  Mr Steven Barnes Grthopaedics 0 =]

Select the letter to be printed and click on print then Clinical Summaries.

Clinician 0Old Result Vet Single Urgent Man Referrals Inpatients Outpatien ¥
List Patient Referral WL WL »

New FDL

Discharge
Letters |

E Edit Summary

e 5 m |C5 Review Episode Tree |New Episode  Clinical
<= Tree Recard

New OPCL

ED Attendance Letter : New IDL

Patient Find >  Patient List >

St

CHI: 1412283027 Name: Brown Beal ender: Female DOB:12/04/1928 Age: 84 Years Phone: 256789 z : Lm ! h |

| #rint

Clinical Summar: Lic+
{~ SCGC-BASE - Windows Internet Explorer

New

i Admission | Care — Create Previous |Report | o
nent | Date Provider e New Version | Versions | History | =
011 Mr Steven Barnes Orthopaedics ] <]

ev PROS1484-T2-DF
081484-T3-DL-AlbaHe-InfraDev PROS1484-T3-DL
081484-T3-DP-&lbaHo-InfraDev PRO81484-T3-DP

[0 [ 83 Lol mranet o~ [RIW% = 7]

The printer pop up will appear and you need to enter the ID of the printer where you
want the document to print and select the correct tray — DP (duplex portrait). You can
also select the number of copies you require and then click on the printer icon and
the copies will be generated. You need to know the asset number of the printer you
wish to use.

Viewing Report History

In the Clinical Summary List — if you click on the Report History icon @ the list of
all the times the report has been generated for printing (through TrakCare) can be
viewed.
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T p—

CHI: 1412283027 Name: Brown Bear Gender: Female DOB:12/04/1928 Age: 34 Years Phone: 256739 . a |11 Ea

Report History

Report Name | Creation Date | Creation Time | Creation User | Creation Location | Comment | Reprint | Last Reprint User | Last Reprint Date | Last Reprint Tme

Margaret Inverclyde Roval E Margaret
Hastings Hospital Hastings

15/10/2012 14:37 15/10/2012 14:37

Summary

GGCCS003

Eifil 15/10/2012  14:34 LETERTEE
Discharge Hastings
Summary

Margaret
Hastings

COrthopaedics 15/10/2012 14:37

CREATING NEW VERSION

Full version control is available within TrakCare. Replaced versions become previous
versions and the New version is the version in the Document type. Each document is
associated with an episode ID No. and the Additional Information Questionnaire
applies across all versions of that letter type for the episode. Care needs to be taken
when completing OPCL and GCL (multiple versions per episode) to ensure that
documents are authorised for printing (pdf version stored in TrakCare) before a
second letter is generated.

New versions may be required to add additional findings — for example test results;
or because an error was made in the previous letter (letter sent about wrong patient
or patient restarts after letter sent).

To generate a new version of the letter in the clinical summary list (either from Edit
Summary or the Documents tab in Clinical Record) click on the Create New Version

icon [

5 = |‘EDistE Tree ‘|'Resulls | [Episode ' [cSReview | [Clinical | [Generic | [New Request | [Others Discharge "Outstanding | [wards | (Request List | [vet sit ¥
< Qutcomes Record letters Workbench Letters hg DS OP patien P
ED Attendance Letter New IDL New OPCL Edit Summary New FDL

atient Fin atient List = =
CHI: :I Name: Tom Physio Gender: Male DOB: 10/03/1954 Age: 60 Years Phone: 01360622556 & :7(' mzr_r;

[PAPers: B 0.020175 (secs), 16830 (lines). 1864 (globals)
| rint

Clinical Summary List

Sintended | =Document =cs Last Update Last Update | Last Update = Care “Discharge ;i;a“’ Previous
Management | Type Date Time: Provider Date o on | Versions
Clinical letter - . Ann-Victoria Medical

[ omo7s07s96 Outpatient S Authorised  01/11/2013 10:25 ke Ontonay D J=ff White ] $ 1
[]  0U008084791 Outpatient  Lelterto Patient Authorised — 22/10/2013 10:45 Jayne O'Neil o Ms Sara = ] $ 1
[] 00008054731 Outpatient ~ OFClinical Authorised  11/10/2013 13:51 Sharron lesse O Ms Sara || & 1
[] 00008179313 Outpatient E‘P‘”‘CE‘ Iefter = 11 progress  10/07/2014 15:34 m:;!i:;it Physiotherapists ';:“’fd‘“‘"e’“'“ Alison 390372014 1
[ 00008175315 Outpatient g‘p lletter - 1, pragress  10/07/2014 15:23 L":_;gigst Physiotherapists ;:\fd‘"‘"”“‘“ Alison 39372014 1
[] 00008179319 Outpatient E:n‘e:! ''''' | Authorised  09/07/2014 15:12 a!g‘mbe Physiotherapists ';:\"fd‘“‘he“p'“ Alison 39/03/2014 @ = g 2
[[] 00008179319 Outpatient Referral letter  In Progress  08/05/2014 12:06 u:_;gigst Physiotherapists ;:“’fd‘“‘"e“p'“ Alison 51 /03/2014 1

[PRAdmDischargeSummary.List 0.044692 (secs), 271322 (lines), 1373 (globals)

The Chart book opens, giving access to all screens.
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B clinical Notes  Binew

Clinical Notes List
Search

Notes/ Edit
Summary

otes [t Build letter using Canned Text Physiotherapist Margaret Hastings Physiotherapist Entered  12/12/2013 09:00
(lines), 445 (globals)

Document Type OP Clinical Letter &

Contact Care Provider Prysitrerapst Margarst s

Distribute To

Distribution List|

¥ Delete from List
Please ensure that the correct GP is listed above before you authorize the summary

Highly Sensitive [ ] Review Status Q
ST iy Srerg Ll ("Clinician Approved” means this letter is authorised for printing.)
Clinical Summary Status | progress aQ
("Authorised” means this letter prints at this workstation's printer.)

User largaret Hastings

The clinical note can be edited with the additional information by clicking the Edit
icon. The Edit History and Audit trail will log what has changed and who made the
changes. A statement will appear at the top of the letter identifying that this is a new
version of the previous letter. The reason for change should be documented at the
start of the clinical note. This will let the recipient know what action they need to take
within their document management system.

Remember to update note to save the changes.

E Questionnaire Edit Profile: Additional OPCL Info ~ Bnew

Additional OPCL Info

Additional

opcL Info Requested Outpatient Investigations

Follow Up
Medication Note
-8
Physiotherapy
Department
- B
Update
Secretary's Email Address
"
Mr A Brooksbank -
Consultant Orthopaedic Surg 3
Organisations Distribute To Royal Infirmary ‘E‘
Castle Street i
Glasgow G4 OSF - B
01413146671

The data from the original Additional Clinical Summary Info will be retained. A new

Info Summary screen can be generated by clicking New if required or update the
original info.

The Clinical Summary status will have to be updated and the clinical approval
process applied, prior to generating the letter report for the revised letter.
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VIEWING PREVIOUS VERSIONS

PAPerson.Banner 0.010709 (secs), 16422 (lines), 1932 (globals)

Click on the + under the patient header bar to show all episodes, then click Select All
to include all the episode letters in the Clinical Summary List.

B A e e el TP e T TSR

e e 1 Y O o e o o o e e Y o o o
Nov 20082008 2010 2011 2012

Episode Type:
Szzalfl Lrzendi Emergency,Inpatient,Qutpatient

Oct 2012

Scanned EPR
Documents

Clinical
Assessment

= revia -
Laboratary = ersior =
n r Helen .
'GC Labs tost r o Outpatient  09/08/2011 =) By
n r
— r Progress Outpatient os/08/2011 o7 By
Radiolo
=7 (m] Authorised  Outpatient  09/08/2011 ] =] By
Cardiology - Authorised  Qutpatient 09/08/2011 ; . [ ] =3 < =
n
O progress  Cutpatient 10/11/2009 Mr By
r Authorised  Qutpatient  09/08/2011 J° |} <]
other Orders [m] Authorised  Outpatient  09/08/2011 O [} @ B
— [ml Authorised  Qutpatient 09/08/2011 " [ ] =) <3 By
Medications
[0 00000478236 = Authorised  Outpatient 08/08/2011 [} & By
Documents
[0 10000010082 13/01/2012  18:00  Authorised Inpatient 04/01/2012  Dr Paul Lawson D $ B
Emergency Care|
Summary [T E0000009042  Di 04/01/2012  14:56  Authorised Emergency  04/01/2012 D <]

mmmmm

In the Documents tab of the Clinical Record you are able to view a list of all clinical
letters generated for all episodes. To view previous versions click on the icon

The previous version will open.

If there are many documents across all episodes you can select only the current
episode from the timeline.

CANCELLING DOCUMENTS

Documents generated within TrakCare cannot be deleted. If errors have been made
the document needs to be cancelled. This can only be done if “In Progress”. If the
document has already been sent as an authorised letter, then a new version giving
the reason why the document was sent in error will have to be sent to the recipient.
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Notes/ Edit “ ‘

= Clinical Notes List
Additional
OPCL Info

Climical Edit | =Date “Time | <Type

Assessment

“icare CareProv Sistatus | SAPPOintment | Appointment
Provider Type StatE | pate ime

Bf'  08/05/2014 11:30 d letter using Canned Text Physiotherapist Margaret Hastings  Physiotherapist Entered  12/12/2013 03:00

3653 (globals: PAAdmDischargeSumt
Document Type OP Clinical Letter RS

Contact Care Provider Physoterapit largaret %

Gistribute To B
CS Wilson, 43222/1, Auchinairn Medical Practice, 127/126 Auchinal @ SCGC-UAT - Clinica,..r==nli(=] g
Distribution List
o Description code [
Delete from List e A =
Please ensure that the correct GP is listed above before you ize the sun| [Cancelled c | 3
In Progress E ‘:
Highly Sensitive [] Review Status Cinician Approved A R -

Consent for Sharing Withheld

("Clinician Approved” means this letter is authorised f
clinical Summary Status |, prograss Q

("Authorised” means this letter prints at this workstation's printer.)

User Hargaret Hastngs

Update

The cancelled document shows in the Clinical Summary List as Cancelled.

& & m |rs Review | ‘(i-rj Discharge ‘(i-um |'nes-tuu Vet Single | (Urgent Man |Rdards ) "nmﬁats |ouma|im-s " Medical |0|||qu
e Record Letters | Patient Referral W/L W/L Records
[ED Attendance Letter New IDL New OPCL Edit Summary New FDL

Discharge
Summary List

CHI: 0411333046 Name: Mitsi Monkey Gender: Female DOB: 04/11/1933 Age: 78 Years Phone: 01475 888333 [ :! &ma
| erint

Clinical Summary List

Patient Find >  Patient List >

ElDischarge | Discharge Cs status | 1ntended Admission “Care Previous | Report

Date Time Management | Date Provider e ion Versions | History

Create
N

Select | Episode No

Mr Andrew

r 484493  OP Clinical Letter - - Authorised  Outpatient  04/11/2011 ot Orthopaedics |} )
R . In Mr Andrew 5 B

r 0P Clinical Letter Progress Outpatient 04/11/2011 Chappell Orthopaedics =g

7 00000484493 OP Clinical Letter B - Cancelled  Outpatient 04/11/2011 2;;“;‘;’5‘” Orthopaedics

st Dis .

[T 10000016030 %L‘L’E‘mfd'm Discharae = < Authorised  Inpatient 20/06/2012 2;:;:5” Orthopaedics ] =3
459 Emergency Discharge X IRH Emergency B

[T Eoo00002480 EDSRSK 16/10/2011  16:06  Authorised Emergency  16/10/2011 Dr Karen Leckie sl [} =]

An administrator / manager role can delete in-progress letters — contact your site
lead.

STUDENT PROCESS

Students can complete letters for their patients, but they will need to be authorised
by their Senior staff. To do this they complete the letter and set the review status to
Transcription Complete (TC). They then tell their senior (giving them the CHI to
locate the letter in Edit Summary or Correspondence tab) who will then review the
letter and change status to “Clinician Approved” which will add “electronically signed
by xxxxx” to the letter. The letter can then be printed as normal.

Clinical Note
Yours sincerely
Any Student
Student P - ~
@ SCGC-UAT - Review Status - Wind, e (5. (I
Description code P8
Awaiting Dispensing PAC [ ]
Awaiting Dispensing Check ADC
Clinician Approved CA
FDL Review Completed FDLRC
Letter Printed Lp
Meds With Patient MwP
Pharmacy Rejected PREJ] =
Prescription Completed DIsP
| | requires Pharmacy Review PR
Requires Transcription RT
Review FDL RFDL
Copies to T Done TC
Transcription Rejected TR 1
Highly sensitive (| o
Consent for sharing
withheld
Review Status { User Wargaret Hastings
P Q
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