Online Appointments -
Patients Guide

Introduction

Having visited your GP Practice, you will have registered for Vision Onlin e
Appointments. The Practice will have started the Registration process which all S
you access to Vision Online Appointments. You will have received a letter confi rming
your Registration and supplying the necessary details to enable you to comple te the
Registration and Activation process that is required for Vision Online Appoin tments.

Creating an Online Account and Password

Online Registration

1. Gotowebsite www.myvisiononline.co.uk , the address is included in the letter
from your GP Practice. Click the Register tab .

) ViISIomamuime

Sign In Register W
Please enter the details printed on the registration letter obtained from your GP
Practice:
Practice ID G12345 Search
NHS Number. |4647260917 |

Registration Token: ‘ FS0DASFSB1 |

Choose a Username and Password:

Username: ‘ ckail |

Password ‘ --------- |

Confirm Password ‘ see

aaaaaaaaaaaaaaaaa

¥ /1 agree to the Terms & Condit and Privacy Statement

Register

Registration Screen
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Type the practice ID (this is a 6 digit alphanumerical code) in the Practice ID
box, you will find Your GP Practices ID in your Registration Letter

Type your NHS number as detailed in your Registration letter into the NHS
Number box, adding the 10 digit code with no spaces.

Type the Registration Code (a 10 digit code alphanumerical code, used to
activate your account) in the Registration Token box. This code is case
sensitive so be careful to type it exactly as it appears in the Registration

Letter.

Create a Username; if the username you enter is already in use you will get
the Registration Failed message User nam e is not available at the top of
the screen. Create a new username to continue.

=) VISIONoOuime

Sign In j( Register w

| Registration: Failed - User name is not available I

Please enter the details printed on the registration letter obtained from your GP
Practice:

Practice 1D [G12345 | Search

NHS Mumnber [5431557866 |

Registration Token: | OC9ABBOFCE |

Choose a Username and Password:

Username: | susanf |

Fassword: | |

Confirm Passwaord: | |

Fasawords must be between 2 and 15 characters and
contain a mixture of numbers and letters

I | agree to the Terms & Conditions and Frivacy Palic

Register |

Registration Failed — User name not available

Create a Password; this must be at least 8 characters long and contain
letter/s and number/s, passwords are case sensitive. Symbols cannot be us ed
in your password.

HINT: Check your CAPS Lock setting when adding a password, as
passwords are case sensitive.

Read the Terms & Conditions and Privacy Statement , and tick the box to
confirm acceptance of these conditions

Click Register to create your Online Account.

You have successfully registered with your GP Practices to use Online
Appointments. You will need to keep your username and password safe.
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Activating the Account

Following successful Registration, you will receive a confirmation email, wh ich
contains a Confirmation Code; this is required to activate your Account. Yo ur Account
is not active until this is done.

From: visiononlineservices@inps. gpsoc.nhs.uk Sent: Tue 27/10,/2009 10:19
To: Helen Johnson

Ca

Subject: Vision Online Services Confirmation

(A

You have successfullv registered with the Vision Online Services

You must now activate yvour account. You can do this by following the link below

https:/www.myvisiononline co.uk/vpp/actions/doConfirm jsp?practicel D=G 12345 &usemame=ckail &confirmation Token=UKSLIQJK 1K

Confirmation Email

1. Onreceipt on the email, follow the activation instructions to ente r the
confirmation token; this can be done by clicking on the Link in the email,
which will take you to the Registration Confirmation screen. The Account
Active Confirmation screen will then be displayed.

<)) VIiSIOnorcime

Sign In Register W

Registration:|Account Active
Your account has now been activated |Click here to signin

@ INPS 2002

Account Active - Confirmation

2. Alternatively, enter the Confirmation Code from the email on the Registr ation
Confirmation screen of the website if you remained logged in. Type th e
Confirmation Code in the Confirmation Code box and click the  Activate
button.
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- WISIO o o e

f Sign In | [ Register
Registration: Success
A confirmation amaill has been sent to the amaill address you speciied at the GF Practice

Fou must copy the confirmation code to the box belovw to activate your account or navigate to the link in the email.

Confirmation Cods: [ |

Activate

IMES i2 not responsib e for the sentent of seimal intem et sites.
Tarms £ Conditlons | Edwasy Ealley

@ INEE zo006

Registration Confirmation Screen

3. Your status is now displayed on the Confirmation screen. Your Account is now
active. You can now sign in and use Vision Online Appointments.

<)) WVISIOoriuime

f Sign In Register 1
Registration:|Account Active
“Your account has now been activated [Click here to sign in

INPS is not respansible for the sontent of extarnal intermet sites.

Terms & Conditions | Privasy Policy ®nPs 2009

Account Active - Confirmation

Troubleshooting

Registration Failed

If registration fails, the error reason should be displayed at the top of t he Login
Screen. Registration may fail for a number of reasons e.g.:
e Username already in use for selected practice — Type in a new
username and click Register, if unique the username will be
accepted.
e Password not of correct length or format — Type in a new
password, ensuring it is alphanumerical and at least 8 characters
long.
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=) VISIONonuime

Sign In Register W
Please enter the details printed on the registration letter obtained from your GP " -
Practice: Om
Practice 1D | 512345 Search ABOUT SSLEERTIFICATES
NHS Number: | 6280639549 |

Registration Token: [ A625C9C902 |

Microsoft Internet Explorer

acy Polic
Reqgister

" s not responsible 1
Tarms & Conditions | Privacy Peliey @ NP3 2002

Failed Password Creation

e Registration details not found — Contact your GP Practice, they
will re-register you and print a new Confirmation Letter containing
a new Registration Token

Account registered, but not activated

If you have registered your details and created a username and password, but not

activated your account, you will be unable to Login. You need to complete the

Activation process to use your Online Account, see “Activating the Account " on page
31.

If you lose your Registration Confirmation Letter before Registering your
Online Account

Contact your GP Practice and request that they re-create your Online Accoun t. This
will generate a new Registration Confirmation Letter with a new Registration Token.
Use this letter to complete the Registration and Activation processes. See “Online

Registration " on page 29 and “Activating the Account " on page 31

GP System Unavailable

On occasion, you may find that the Vision Online Appointments website is not
available. You will see the following message when trying to access the website
Practice server busy. Please try again later

If this problem continues, please contact your GP Practice.

If you change your email address

If you change your email address, you need to notify your GP Practice who will re-
register you for online services. You will then need to register and activate your
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Online Account using the new details. You can reuse your previous username and
password. See Creating an Online Account and Password on page 29

Sign In — Accessing the Website

Once you have activated your account and have a user name and password you can
visit the website to use the Online Appointments service.

1. Goto www.myvisiononline.co.uk

2. Enteryour Practice ID this can be found on your letter from the Practice, or
use the search facility (see Practice ID — Search facility on page 36 for further
details).

Enter your Username.
4. Enteryour password, click onthe SignIn button to access the opening

screen.

4 VISIOmamuime

J Sigh In W( Register W

Welcome to the Vision Patient Portal, our new service that allows you to manage your healthcare online

Sign In

Already registered? Sign in below

Practice IO Search
Password:

For help signing in click here

Need to register?

Click here to register for Online Services

INF'S is not responsible for the content of external internet sites
Terms & Conditions | Privacy Statement @ INPS 2009

Sign In Screen

5. If you entered the correct details, your Online Appointments Account wil | open
and you can proceed to check or cancel existing appointments or book new
appointments.
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») VISIONomuime

J Home 1( Appeointments W

& Logout

My Profile

Welcome Mr Malcolm Saml

out immediately and contact your GP Practice for advice
Welcome to the INPS Medical Centre

Flease select from one of the following options

E2 Appointments

Today is Monday 02 of November 2009, you last logged in on Monday 02 of November 2009 at 3:04PM - if this is incorrect, please log

A My Profile
Useful Links:
NHS Choose & Book Health Encyclopedia Common Health Questions
Medicine Guides Self Help Guide BBC Health MNews

INPS is not respansible for the content of exdemal intermet sites.

Terms & Conditions | Privasy Policy

@ INPS 2008

Opening Screen

Sign In — Failed Attempt

1. If you enter the wrong password, you will be unable to open Online
Appointments, and you will see an error message on the screen
4 attempts remaining

Sign in failed.

»)) VISIONOoriume

J Sign In w ( Register w

Welcome to the Vision Patient Portal, our new service that allows you to manage your healthcare online

Signin

Already registered? Sign in below

Practice 1D l:l Search
Login

For help signing in click here

| Sign in failed. 4 attempt(s) remainin.l

Need to register?

Click here to register for Online Services

ABOUT SELCERTIFICATES

INPS is not respansible for the content of external intemet sites.

Tems& Conditions | Frivacy Folioy

@ INPS 2008

Sign In - Failed Attempt
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2. Retype your username; retype your password ensuring you have the correct
one. Click Login to retry.

3. If successful, you will see the Opening Screen. If login fails again, check the
error message and retry the login process again.

4. If your number of login attempts has reached the maximum ie 5 attempts,
your Online Appointments account will be locked. Contact the Practice to
request your account be unlocked.

5. If you have forgotten your username and/or password, contact your GP
Practice to request your Vision Online Appointments account is re-creat ed. A
new Registration Confirmation Letter will be given to you. You will need to
register again.

HINT: If you know your username, you can re-use it when re-
registering, you then only need to create a new password.

Practice ID — Search facility

If you cannot remember the Practice ID, there is a search facility to assist yo u to find
your Practice.

1. Clickthe Search icon

Practice |ID:| B12345 gearch

Username: John.Doe

Hddkd

2. You will be presented with two drop down lists; one listing Location, one
listing Practice. Click the arrow at the end of the required list, and then
highlight your Practice. Click Select, this will add your Practice ID to the login
screen.

Password:

»)) VISIONomuime

J Practice Search w

Location: Practice:
[A

INF& iz not responsible for the content of external internet sites.
Terms & Conditi | Erivacy Poli @ INPS 2009
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Help Logging In

If you experience problems when trying to login; click on the link to op en the Help
Signing in screen.

Sign In

Already registered? Sign in below:

Practice ID | 512345

Username: | |

Fassword: | |
Login |
I For help signing in click herel

Link to Help

www.myvisiononline.co.uk - Healthcare Services ... [H[E

2)) VISIOMNOoOMuine

Sign In Help

Why can't| signin?

Fassword is cAsE sEnSiTiVe. Please ensure your

CAPS LOCKS key s set correcthy.

[fywou are still having problems signing in, it may be

that our site is experiencing technical difficulties, so
please try again later. If you've done this and are still
unable to sign in, please contact your GP Practice.

How do | change my password?
Either signin to the Online Services, then select "My
Profile” or contact your GP Practice.

INFS iz not responsible for the content of external internet sites.

Terms & Canditions | Privacy Paoliey @ IHPS 2009

éiDone I_I_I_I_E|° Internet Y
Sign In Help
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Terms &Conditions and Privacy Statement.

If you wish to access the Terms of Service or Privacy Statement, there is a prompt at

the bottom of the opening Screen where you can access these documents.

IMPS is not responsible for the content of extarnal internet sites.

Tarms & Conditions

Links to Documen

My Profile — Changing Password Details

Privacy Stalemeant

ts

You can amend your password once logged in to Vision Online Appointments. C

the Tab My Profile  at the top of the screen or select
the middle of the opening screen.

Here you will be able to change your password.

Type your current password in the
password in the
Change to finish.

Current Password

My Profile

box, then create a new

Change password

Current Password |
Mew Password [

Confirm Password |

contain a

Useful Links:
NHE Choose 8 Book
Medicine Guides

Health Encyclopedia
Self Help Guide

INPS Iz ot raspansible far the contant of axtarnal intamat sitas.
Iarmzs Conditions | Erase Polloy

My Profile

must b at e
et

st 8 characters
ure of numbars and

Change

Common Health Questions

BEC Health News

lick on

from the menu in

New Password box, retype inthe  Confirm Password box, click
=) VISIOonuime
Home = Profile & Logout
| Home [ Appointments | i I

38
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Appointments

Viewing existing Appointments

When clicking on the Appointments Tab or Link you can view the Appointments

screen. Here you can view any existing appointments you have booked, whether they
were booked at the Practice or Online.
=) VISIOMoMmuime
Home = Appointments & Logout
Home Appeintments W My Profile
The list below displays all the appointments you have booked
Date Time Location
Tue 27 Oct 2009 1040 Al - 10:50 Al The INPS Practice &0 Details | #& Cancel
Fri6 Nov 2009 920 AN - 9:30 Al The INPS Practice &0 Details | 3 Cancel
Click here to book a new appointrment.
Useful Links:
NHS Ghoose & Book Common Health Questions
[ Medicine Guides BEC Health MNews }

Appointments Screen

— with appointments booked

If you do not have any outstanding appointments, this will be displayed on the

screen.

=) VISIOoruime
Home = Appointments

[l Home [ Appointments |

You have no appointments booked

Click hare to book a new appointment.

Usoful Links:

Medicine Guides

INFS iz not responsible for the sentent of external intemnst sites.

Appointments Screen

& Lagour

[ mMyPrefile

BEC Health News

@ INPs zooa

— no appointments booked
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Booking an Appointment

To book an appointment, click on the link on the Appointments Screen to search for

available appointments.

Click herg to book a new appointment.

Link to book appointment

1. Use the drop down arrows to make selections ie, date period, day of the

week, time, clinician, location then click

Search

2. Use the presented list of available appointments to choose the appropriate

appointment for you.

3. Select an appointment by clicking the

Book

double clicking the appointment details.

link at the end of the line or

) VISIONomuinme

Home > Appointments = Book & Logout
77( Home \U Appointments | \ My Profile

Book an appointment

Available appointments are shown below. You can refine your search using the filters.
Date Period Day of Week Time of Day Clinician/Clinic Location
[Thisweek = [Any Day =] [Any Time =] [Any Clinician/Clinic =] [Any Location =]  search |

2 Nov 2009 Monday 5:20 Pl - 5:30 Phd Carol Saturn The INPS Practice @0 Details | Book
2 Nov 2009 Monday 5:20 Pl - 5:30 Phd Michael Neptune The INPS Practice 4o Details | Book
2 Nov 2009 Monday 5:30 P - 5:40 Phd Carol Saturn The INPS Practice @0 Details | Book
2 Nov 2009 Monday 5:30 P - 5:40 Prd Michael Neptune The INFS Fractice 48 Details | Book
3 Nov 2009 Tuesday 11:30 Al - 11:40 AR Carol Saturn The INFS Fractice 48 Details | Book
3 Nov 2009 Tuesday 11:30 Al - 11:40 AR Michael Neptune The INFS Fractice 48 Details | Book
3 Nov 2009 Tuesday 11:40 Al - 11:50 AR Carol Saturn The INFS Fractice 48 Details | Book
3 Nov 2009 Tuesday 1150 Al - 12:00 P Carol Saturn The INFS Practice 48 Details | Eook
3 Nov 2009 Tuesday 1150 Al - 12:00 P Michael Neptune The INFS Practice 48 Details | Eook
3 Nov 2009 Tuesday 12:00 PM - 12:10 P Carol Saturn The INFS Fractice 48 Details | Book
Page|1 ~lofg MNext &
€ Back
Useful Links:
MHE Choose & Book Health Encyclopedia Common Health Gluestions
Medicine Guides Self Help Guide BEC Health Mews
INPS iz not responsible for the cantent of external internet sites.
Terms & Conditions | Privacy Policy @ INFS 2009
Available Appointments
4. The Appointment details screen will open check the details. You can en ter a
Reason for the appointment, for example medication review. Click Confirm

Appointment

to book the appointment.
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Q) VISIOoruimme

Home > Appointments > Boalk > Confirm & Logout

Home Appointments j My Profile

Confirm Appointment Request

Please ensure that the details belowr are correct before completing your booking request

Date: 2 MNowv 2009

Time: 12:00 P - 12:10 P
Duration: 10 minutes
Clinician: Carol Saturn
Location: The INPS Practice

Reason for the appointment? *

* Motice that practice staff other than the clinician may read this
€ Back I Confirm Appointment ||

MHS Choose & Book Health Encyclopedia Commaon Health Questions
Medicine Guides Self Help Guide BBC Health Mews

Useful Links: ‘

INFS is not responsible for the content of external intemet sites.
Terms £ Conditians | Privacy Polis,

® INPS 2000

Selecting an appointment to book

5. A confirmation message is now displayed; you will also receive a confirmation
email.

) VISIONonunme

Home » Appointments > Book = Confirm & Logout

Home Appointments w My Profile

Appointment Booking: Succeeded

Your appointment booking was successful. Please make a note of the details below, you will receive a confirmation email shortly

Date: 3 Maov 2008
Time: 12:.00 P - 12:10 PM
Duration: 10 minutes
Clinician: Carol Saturn
Location: The INFS Practice
Appointments Home $
Useful Links:
NHS Choose & Book Health Encyclopedia Common Health Questions
Medicine Guides Self Help Guide BEC Health News

INPS iz not responsible far the content of extemal internat sites.

Terms & Conditions | Privacy Policy

® INPS 2008

Appointment Booking Confirmed

42
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Maximum number of bookings

There may be a maximum number of appointments you can make this is determine d
by your GP Practice). The website will list all appointments you currently h ave
booked, regardless of whether you booked at your GP Practice or using Vis ion Online

Appointments. Once the maximum limit is reached, no further bookings can be made
online.

To book further appointments you can review the list of booked appointments and if
necessary cancel one of the bookings, which will then permit you to make a new
appointment. Alternatively, contact your GP Practice to make a further appoint ment.

Maximum Bookings Reached
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Cancelling an Appointment Booking

If you no longer require an appointment, remember to cancel it prior to the
appointment time so it can be used by someone else. Failure to cancel the
appointment before the appointment time will result in a missed appointment if you
do not attend your GP Practice.

1. View the appointment you wish to delete and click Cancel .

Appointment Details

2. The Cancel Appointment window is displayed. Select a Reason for the
cancellation? using the drop down menu. Then click Cancel Appointment.

Cancel Appointment

3. An Appointment Cancellation confirmation message is displayed. You will also
receive a cancellation confirmation email.
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Cancelled Appointment Confirmation

Logout

When you have finished using the Vision Online Appointments website click the
Logout link at the top right of the screen. You will be logged out of the servi

ce.

Vision Online Services - Appointments

45



