RiO —Saving Letters using DropZone

When you edit a letter you will need to use RiO’s ‘DropZone’ feature in order to save a copy of the letter to the
patient’s record.
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- SE— Go to the patient’s Clinical Portal

Lorenzo PAS Number ~
SaTH SEMA

Telford Care First

shropshire Care First

Demographics [+]E] Graphnet Shropshire s
Name 1 Testpatient TESTRATIENT Graphnet Telford
Client Address 3 Darwin Court, Clayton Viay Qwon Business Park, Bicton Heath, SHREVVSBURY, Shropshire " case Mo o
Client Pastcode sy3sal e
Temporary Address Nhs Informatics Training Ctre, 9 Da, Clayton \/ay Oxon Business Park, Bicton Heath, Shrewsbury, =1 ) Case Record

Shropshire, 513 5L

au Progress Notes
a 1-Click SCR
o Extermal SCRa link
%1 (- Care Planning

Work Telephone Number Unknown
Home Telephone Number 01894 777777
Mobile Telephene Number Unknown
Age 27 years old

e s ERpe From the Case Record Menu panel,
o™ G s click Documents and then click Edit
e o e oo B and Print Letters

%] [ Conditions/ Diagnasts.

You can also see Document
Document Jplead functionality by cIickini the Clinical
iy

Document Vievs
Edit and Print Letters

Client ID Documents icon
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[ A TESTPATIENT, Testpatient

In the Create Letter screen select
-y v your Letter Type

LAPE, A REOORYaRIOe

[G]C] Crosts Totter
[ 3 TESTPATIENT, Testpatient (M)

@ Colin Taylor | LIVE | Logout
oo 16 May 1990 (27 year(s) old) Gerer: Male 5 NA A | o @ @

Make selections as appropriate in
e ) the Referral and Template fields

Template [RIDLI4RF - Referral Recetved - Booking Required [Letter Template] 7]

/ Click Create
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allow this interaction?

~

[ Yes ] [ No ]
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Shropshire

Community Health
NHS Trust

Tel. www shropscommunityheaith nhs uk

6 September 2017
Ref R1IDL13RF
Private and Confidential
[Recwpient Full Name]
[Recipient Address Line 1]
[Recipient Address Line 2]
[Recipient Address Line 3]
[Recipient Address Line 4]
[Recipient Address Line 5]
[Recipient Address PostCode]

Dear [Recipient Full Name]

Referral Received - Booking Required
Patient First Name: Testpatient

Patient Sumame TESTPATIENT
Patent Date of Bith: 16 May 1990
NHS Number.

This is to confirm that we have received a referral on 06 Jul 2017 to the for
Testpatient TESTPATIENT.

To amange an appointment that is convenient please contact us on by 27 Sep 2017

T B = » T

W
Clicking the Word icon at the

foot of the screen will display your
letter, which you can edit as
required.

Print your letter.
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Shropshire

Community Health
NHS Trust

Tel: www shropscommunityhealth nhs uk

6 September 2017
Ref R1DL13RF
Private and Confidential
[Recipient Full Name]
[Recipient Address Line 1]
[Recipient Address Line 2|
[Recipient Address Line 3]
[Recipient Address Line 4]
[Recipient Address Line 5]
[Recipient Address PostCode]

Dear [Recipient Full Name], |

Referral Received - Booking Required
Patient First Name: Testpatient

Patient Sumame. TESTPATIENT
Patient Date of Birth: 16 May 1900

NHS Number

This is to confirm that we have received a referral on 06 Jul 2017 to the for
Testpatient TESTPATIENT

To arrange an appointment that is convenient please contactus on by 27 Sep 2017

T m = » "HO

After printing your letter, to ensure a
copy of the letter is saved to the
patient’s record, click DropZone (in
the banner at the top of the screen)
and then click Send to RiO
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Pagelayout  References  Malings  Redew  View  DropZone > @
Shropshire
70 Drcp Zone Loy Health ‘
= NHS Trust
Tite: Booking Invtabon | punityhealth nhs uk
Draft Version Final Version @ 6 Sept 2017
- Ref RIDL13RF
Private and Col on. - Contact for sppointment.
[Recipient Full Nar
[Recipient Address
[Recipient Address
[Recipient Address
[Recipient Address
[Recipient Address Document o venber 2017 1448 B
[Recipient Address Dta/Tind
Tyve Appontment Letter X
Dear [Recipient Ful T
Referral Received -
About Version: 3092
Patient First Name:
Patient Sumame: TESTPATIENT \
Patient Date of Birth 16 May 1990
NHS Number
This is to confirm that we have received a referral on 06 Jul 2017 to the for =
Testpatient TESTPATIENT. B
°
. To arrange an appointment that is convenient please contact us on by 27 Sep 2017. ¥
|| Poge:1 012 | Words: 190 | G Enghish UK) |

Complete fields as appropriate in the
Document Details box and click OK

File uploaded

N

A pop-up box will appear, confirming
that your letter has been uploaded to
RiO

Click OK and close the screen

B & TESTPATIENT, T¢ ont.
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Clinical Portal - Cli

5aTH SEMA
Telford Care First
Shropshire Care First

Demagraphics [0 Graphnet Shropshire
Hame e Testpatient TESTPATIENT (Graphnet Telford
Client Address 3 Barwin Court, Clayton Viay Goon Business Park, Bicton Heath, SHREVISBURY, Shropshire ey
Client Postcode sy3sal
Temporary Address Mihs Informatics Training Ctre, 9 Da, Clayton Viay Oxon Business Park, Bicton Heath, Shrewsbury, =1 5 Cane Record
Shropshire, 5¥1 54L o ProSrESS Motes
‘Work Telephane Number Unknown a 1:Click SCR.
Home Telephone Humber 01634 777777 am Extomal SCR link
Mobile Telephone Number Unknovn . Care Manning
Age 7 years eld 4 Events
NHS Number (mo data) B Refarrals
Gender Male B Admissions.
Date Of Birth 16 My 1950 (27 year(s) old) Documents
Ethnicity vihite - Brtish o Document Upioad
Language spoken Britsh Signing Language pe—— /
Interpreter required Eritish Signing Lang.age aa DoCUTIENE Vigw
GP Practice Hame UKKNOVIN PRACTICE v £t andl Erint Lstters
Main Carer None

Conditions Diagnosis

=0

If you wish to view the letter again,
from the Case Record Menu panel,
click Documents and then click
Document View

3 TESTPATIENT, Testpatient (#r)

[Aw
T

i 65ep 2017
Invitation
Final Version Lock
TEMOZ- TEMS  15ep2017
Appointment.
letter
Final Version Lock

ARH,AREQORYARLIO G

Documents

DaB: 16 May 1990 (27 year(s) ld) Gender: Male Nis: N/A [A] 4 i @

@ colin Taylor | LIVE | Logou:

No file specified
Al4

Click the Word icon
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