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Introduction
This document is intended for new users of Pocket Profile and describes how to set it up and carry out basic procedures.

If you have any problems with the setup, please call the Intrahealth Helpdesk. 

	Assumptions
	

	· It is assumed the reader is comfortable working with their PDA (Personal Digital Assistant) 

	· It is assumed the reader is familiar with Profile for Windows 4.3


· Limitations:  this document does not describe all fields within Pocket Profile, when these fields are used in the same way as in Profile for Windows.  Refer to the Windows Online Help on your host for further information. 

Chapter 1
Installing Pocket Profile
This section is designed to assist with the installation and uninstallation of Pocket Profile.  

It also provides information on currently known issues and limitations. 

· System Requirements

For the optimal performance of your Profile practice management system it is necessary to meet the minimum hardware requirements outlined in this section.

· Pocket PC 2002 device (Windows CE 3.0)

· ActiveSync 3.5 or above

· Free memory size (storage and program memory) required to successfully run Pocket Profile:

· 10MB to work with up to 5 patients

· 15-20MB to work with more than 5 patients

· Pre-requisites

Before you begin you need to ensure that:

1. An Ethernet adapter or Loopback adapter is installed and enabled

2. Microsoft ActiveSync version 3.5 or above is installed

1. Ethernet Adapter or Loopback adapter
If you have an Ethernet adapter, you do not need a Loopback adapter.  You need to install a Loopback adapter only if you do not have an Ethernet adapter, and this can be done after installing Pocket Profile.  

· Note: In some cases, both an Ethernet and a Loopback adapter are installed.   Although these can often work together without any problems, it sometimes causes the network to slow down, or 'time out' errors to appear during synchronisation.  To avoid this problem, you may need to uninstall your Loopback adapter.  In any case, even when both Ethernet and Loopback are both installed, only one can be enabled at any one time.  

Microsoft Loopback adapter manual installation

Follow the procedure below to manually install Microsoft loopback adapter.

	Step
	Action

	1
	Go to Start / Settings / Control Panel.

	2
	Double click on Add/Remove Hardware.

	3
	Click Add/Troubleshoot a device.

	4
	Click Next.

	5
	Select the Add/Troubleshoot a device radio button, then click Next.

	6
	Select Add a new device, then click Next.

	7
	Select the 'No, I want to select the hardware from a list' radio button, then click Next.

	8
	Select Network adapters, then click Next. 

	9
	In the Manufacturers box, click Microsoft Loopback Adapter, and then click Next. 

	10
	Click Finish.


2. Microsoft ActiveSync version 3.5 or above
You may have been provided with an installation CD for Microsoft Activesync with your PDA.  Alternatively, you can download a new version from the Microsoft mobile devices support site.

· Note: it is not necessary to set up a partnership with your device, you can access the device as a guest. 

· Installing Pocket Profile 

The PocketProfile.exe file contains all the required files to install and run Pocket Profile.

	Step
	Action

	1
	Run PocketProfile.exe.  You will be prompted to extract the installation files to a directory of your choice. 

	2
	When the extracting process is finished, run the setup program to install Pocket Profile.

	3
	Click Yes to all the prompts that appear, both on your desktop and your PDA. 

	4
	When the installation is finished, you can remove all the unzipped files to the temporary directory on your desktop. 

	5
	Click Start / Programs / Pocket Profile to start Pocket Profile application. 


· Uninstalling Pocket Profile

Follow the procedure below to uninstall Pocket Profile.

	Step
	Action

	1
	Exit Pocket Profile.

	2
	Go to Start / Settings / System tab.

	3
	Click on 'Remove Programs'.

	4
	In the Remove Programs window, select Pocket Profile.

	5
	Click on Remove.

	6
	Click Yes in the confirmation window.


· Important Notes

3. Pocket Profile must be running when synchronising with Profile on the host system.  The synchronisation process will not start if Pocket Profile is not running.

4. Profile host and Pocket Profile cannot be synchronised twice within a short period of time.   Wait at least 10 seconds before synchronising again. 

5. Once Pocket Profile has been synchronised with any Profile database, you cannot synchronise again with a different database, until you have purged the existing database.  Go to the Work Centre / Other / Pocket Profile, right-click in the Patients on Pocket PC area and select Purge, then the appropriate option. 

6. If you have HTML views selected in your Pocket Profile preferences, you need to ensure that 'Disable script debugging' box in your Microsoft Internet Explorer Properties is checked.  This preference can be found in the Advanced or Tools tab.  See Pocket Profile Preferences, HTML - views tab for information on the use of HTML views within Pocket Profile.

7. Pocket PC has limited memory size, which may cause 'insufficient memory' errors to appear. For some operations, such as file processing, the lack of memory may cause 'file not found' errors.  To avoid this issue, Pocket Profile should not be installed in low memory storage areas, like flash memory if it has a small storage size, for example less than 10MB of free memory storage.

8. Sometimes errors may occur when synchronising data with Profile.  If this happen, stop the synchronisation process manually, if possible, and then start it again.

9. Due to its large memory usage, Pocket Profile may be automatically shut down when another application is started.  If this happens, Pocket Profile needs to be re-started as per normal procedure.

Chapter 2
Pocket Profile Preferences
In the preferences, you can customise some Pocket Profile settings to suit your requirements.  Before you use Pocket Profile for the first time, you must set the preferences.   

You will be able to alter these preferences at any stage if required, but it is otherwise not necessary to access them before using Pocket Profile.

	Step
	Action

	1
	Log into Profile on your host system.

	2
	Go to Practice / Work Centre on the menu bar.

	3
	Click Pocket Profile under the Other segment in the Segment List.

	4
	Click on Preferences [image: image1.png]2 Preferences,



 and alter them as required.    Follow the field description below as a guide. 


General tab

	Confirm loss of unsynchronised changes
	Tick this box if you wish to be warned when there has been a loss of unsynchronised changes.

	Import folder members if there are fewer than
	All other patients within the same folder as the selected patient will automatically be imported into Pocket Profile if the folder has less than the number of members specified in this field.


Encounters tab

	Use Encounters in first time process for
	Select which encounters need to be imported into Pocket Profile:

· All Time

· Last Month

· Last 3 Months

· Last Year

	 
	· Note: The option selected here will affect the size of the Pocket Profile database, and the speed of the importing process when doing it for the first time. 


Dictations tab

In this tab, you can set to whom the dictation of your notes will automatically be assigned to.  You can assign different types of dictation to different users.  

A task will be automatically created for users responsible for dictations. 

	Step
	Action

	1
	Click on Create New Association. The Dictation's Type Association window will appear.

	
	[image: image2.png]=
Gonord | Fotiont Onetations | Gisossos | Sorveos | K[>
it sl

|O& X
T Toar ]
[Consdiaton Rachl Pt

Dictation's Type Association

Dkt Tope: FLRGERY | suraty
Providers W] stzhani vels

o ] _coma

PR

o






	2
	In the Dictation's Type field, click on the ellipsis  [image: image3.bmp]   and select a type.

· Note: the dictation types are the same as the contact types.  You will need to select a type manually in the dictation window when starting a dictation, for this preference to work. 

	3
	In the Provider field, enter the code for the user that you want to be responsible for transcribing dictations of this type, or click on the ellipsis  [image: image4.bmp]  and search for the user.

	4
	Click OK. 

	5
	repeat steps 1 to 4 for other types of contacts, if required.

	6
	in the By Default field, enter the code for the user that you want to be responsible for transcribing notes of a type not specified in the area above.

	
	· Note: if there is only one person responsible for your dictations, you only need to fill in this field in this tab.


Diseases tab

In this tab, you set which disease codes you want to be made available within Pocket Profile. 


	if you want to...
	then

	be able to use any disease code 
	select All radio button.

	be able to use only the most frequently used disease codes 
	select the Top [  ] items radio button, and specify the number of most frequently used disease codes to be imported.

	be able to use codes from specific groups
	select the Select Disease Groups radio button, then:

· right-click in the panel below, and select Add
· in the Select Short Code window, select the group of codes

· Click OK

	
	· if you want this group of codes to be available to any provider using Pocket Profile on your PDA, select Add for All Users instead of Add when right-clicking. 


· Note: The option selected here will affect the size of the Pocket Profile database, and the speed of the importing process when doing it for the first time.

Services tab

In this tab, you set which service codes you want to be made available within Pocket Profile. 


	if you want to...
	then

	be able to use any service code 
	select the All radio button

	 be able to use only the most frequently used service codes 
	select the Top [  ] items radio button, and specify the number of most frequently used service codes to be imported.

	be able to use only specific service codes 
	select the Members of Service Sets from Selected Services radio button, then:

· right-click in the panel below, and select Add
· in the Select Service Code window, select the required code

· Click OK

	
	· if you want these codes to be available to any provider using Pocket Profile on your PDA, select Add for All Users instead of Add when right-clicking. 


· Note: The option selected here will affect the size of the Pocket Profile database, and the speed of the importing process when doing it for the first time.

HTML - views

In this tab you set which HTML views from the medical record are imported into Pocket Profile

	Step
	Action

	1
	Right-click on the required view(s) and select Select.
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	· Note: to de-select views, right-click and select Select again.

	2
	Click OK when all the required views have been selected.


· For the selected HTML views to work in Pocket Profile, you need to ensure that your MS Internet Explorer 'Disable script debugging' check box is checked.  See Installing Pocket Profile, Known Issues, point 4 for further information. 

Chapter 3
Synchronising Pocket Profile
This section describes how to move data from Profile to Pocket Profile and from Pocket Profile back to Profile.  This process is called synchronising.  

You will need to synchronise:

· before you go out using Pocket Profile

· at the end of your visits, when you are ready to use Profile on your host

Before you can go out using Pocket Profile, you will need to:

· set up your preferences (first time only), see previous section

· set up patients group(s) 

    Refer to the procedures below for details about what needs to be done before and after using Pocket Profile. 

· The Pocket Profile view in the Work Centre

The Pocket Profile view in the Work Centre is used to manage the interface to Pocket Profile.

	Step
	Action

	1
	Log into Profile on your host system.

	2
	Go to Practice / Work Centre on the menu bar.

	3
	Click Pocket Profile under the Other segment in the Segment List. 
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· Patients group(s)

In order to export patients that you will be working with from your host system on to your Pocket Profile, you will need to have patients groups.

You can create fixed groups whereby all patients need to be added manually, or dynamic groups, whereby patients are added automatically, based on your appointments.

Once you have created patients groups the first time, subsequent times you may choose one of the following options, depending on what suits your requirements best:

· delete the old groups and create new ones 

· edit the existing groups

· use the existing groups without editing

	Step
	Action

	1
	Create the group(s) of patients you want to export to Pocket Profile.

Use the Create or alter a group description below as a guide.

	 
	· Note: you can create as many groups as it is required.

	2
	Drag and drop the required group(s) into the Patients on Pocket PC area. 


Create or alter a group

	if you want to...
	then

	create a fixed group
	· click Create a new patient group [image: image7.bmp] .

· enter an appropriate name for the group

·      click Add a new patient to the selected group [image: image8.bmp]  and search one by one for the patients that you want to add to this group 

	create a dynamic group
	· click Create New Dynamic Group by Appointments [image: image9.bmp].

· select the required date range

	 
	Profile will add patients that have an appointment booked in the specified date range with the provider logged in. 

	edit the name of an existing fixed group
	· select the group 

· click Edit selected patient group [image: image10.bmp].

· type the new group name

	delete an existing group
	· select the group you want to delete

· click Delete selected group  [image: image11.bmp].

· click Yes in the confirmation window

	add patients within an existing group
	· select the relevant group 

· click Add a new patient to the selected group  [image: image12.bmp]  and search for the patients that you want to add to this group

	delete patients within an existing group
	· select the relevant patient within the group

· click Delete selected patient from the group [image: image13.bmp]


· Synchronising

Once you have all the required patients in the Patients on Pocket PC area, you are ready to import them into Pocket Profile.

	Step
	Action

	1
	Connect your PDA to your PC, switch it on and start Pocket Profile.

	2
	On your host Profile, click Synchronise.  A progress window will appear, on your host system as well as on your PDA. 

	
	· Note: during the first synchronisation, Profile will need to transfer a large amount of data, and the process will therefore take longer than subsequent times.  


· Note:  if any errors occur while synchronising, the synchronisation process is considered not to be completed, and will have to be restarted after a 30 second pause.  See Troubleshooting for more information.   

· Re-synchronising

Once you have come back from using Pocket Profile, you will need to synchronise again, to merge the changes into your host system.  

	Step
	Action

	1
	Log into your host system.

	2
	Go to Practice / Work Centre on the menu bar.

	3
	Click Pocket Profile under the Other segment in the Segment List.

	4
	Connect your PDA to your PC, switch it on and start Pocket Profile.

	5
	On your host Profile, click Synchronise.  


· Note:  if any errors occur while synchronising, the synchronisation process is considered not to be completed, and will have to be restarted after a 30 seconds pause.  See Troubleshooting for more information.

· Query the device

In this view, users have the ability to query the PDA, to find out information such as what is on it, the status, whether there are any unsaved changes and so on and, if necessary, take action to purge the information on the PDA. 

	Step
	Action

	1
	Go to Practice / Work Centre on the menu bar.

	2
	Click Pocket Profile under the Other segment in the Segment List. 

	3
	Click Inquiry  [image: image14.png]@ Inquiry



.


· Purging the database

Once Pocket Profile has been synchronised with any Profile database, you cannot synchronise again with a different database, until you have purged the existing database.  In rare cases, it may therefore be necessary to purge the database.

	Step
	Action

	1
	Go to Practice / Work Centre on the menu bar.

	2
	Click Pocket Profile under the Other segment in the Segment List. 

	3
	Right-click in the Patients on Pocket PC area and select Purge, then one of the following options:

· Patient: to purge the selected patient

· User: to purge the user currently using Pocket Profile

· All Users (available to the Administrator only): to purge all Pocket Profile users 


Chapter 4
Using Pocket Profile
This section describes how to carry out basic procedures within Pocket Profile. 

	Assumptions
	

	· It is assumed the reader is comfortable working with their PDA (Personal Digital Assistant) 

	· It is assumed the reader is familiar with Profile for Windows 4.3


· Limitations:  this document does not describe all fields within Pocket Profile, when these fields are used in the same way as in Profile for Windows.  Refer to the Windows Online Help on your host for further information. 

Logging in

This procedure describes how to log into Pocket Profile. 

	Step
	Action

	1
	Start Pocket Profile on your device.  The Logon window will appear.
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	2
	Determine your next step:


	if...
	then

	your name is selected by default in the Registered Users field
	 click OK.

	your name is not selected in the Registered Users field
	· select it from the drop-down menu, if available, then click OK. 

· if your name is not available in the drop-down menu, click New User, select it from the New Users drop-down menu, then click OK.

	you are not ready to log in
	· click Cancel.


After logging in, the main Pocket Profile window will appear.  This is referred to as Home.  There are 3 main windows within Pocket Profile:

· Home window

· Patients window

· Provider Items window

These windows are described in more detail further below.  You can move between these windows at any stage by clicking Go and selecting the relevant option. 

Options available in each window are displayed at the bottom of the screen.  

A back arrow  [image: image16.bmp] is available from all windows except the Home window.  This enables you to go back to the window you were previously working in. 

· Note: To log out of Pocket Profile at the end of a session, click  [image: image17.bmp] on the top right hand corner, or [image: image18.bmp] if in the Home window. 

The Home window

This is the window that comes up after logging into Pocket Profile, and the starting point for any further action.  
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In this window you can view:

· The name of the provider logged in

· The number of patients loaded

· The last synchronisation date 

· The duration of this session

Two options are available in this window, Go and Tools:

The following options are available when clicking on Go:

	Option
	Description

	Provider
	select this option if you wish to view your appointments and tasks (see Provider Items below for further information).

	Patient
	select this option if you wish to view the list of available patients and start working with their records (see Patients window below for further information).

	Log On...

	select this option if you want to log on again as a different user.


· The only option available under Tools is Purge Database.   Using this option will completely delete the current database, and therefore needs to be used with extreme care.  Any changes made within Pocket Profile will be lost if a database is purged before synchronising it with Profile.   You will only need to use this function if you want to synchronise Pocket Profile with a different database.  

The Provider Items window

This window is also referred to as the Provider window. You can access this window by clicking Go and then Provider in either of the other two main windows (Home or Patient windows). 
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This window consists of two panels:

· The Appointments panel

· The Tasks panel 

The Options listed below are available in this window:

	 Option
	Description

	[image: image21.bmp]
	allows you to return to the previous screen

	Go
	Two options are available on the pop-up menu that appears when clicking on Go:

· Patient: select this option to go to the Patients window

· Home: select this option to go to the Home window

	View
	The options listed belwo are available on the pop-up menu that appears when clicking on View:

· Open Appointments: if ticked, only open appointments will be displayed in the Appointments panel

· Open Tasks: if ticked, only open tasks will be displayed in the Tasks panel

· My Tasks: if ticked, only tasks assigned to you will be displayed in the Tasks panel

	New
	Two options are available on the pop-up menu that appears when clicking on New:

· Appointment: allows you to add a new appointment.  

· Task: allows you to create a new task. 

	Open
	allows you to open the selected item for viewing or editing. 


· Tip:  to access options available for specific items, select the item, then click on it and hold.  A pop-up menu will appear.  For example, select an appointment in the appointment panel, click on it and hold: a pop-up menu will appear, with several options available.  Think of it as the equivalent of the right-clicking feature on a PC. 

The Appointments Panel
Existing appointments for the downloaded patients are listed in this panel, displaying the date, the time and the patient's name. 

Refer to the screen shot below to view which fields are available within the New Appointment and Edit Appointment windows.
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The Tasks panel
Existing tasks are listed in this panel, displaying the status symbol, the task subject and the patient it is linked to, if any. 

Refer to the screen shot below to view which fields are available within the New Task and Edit Task windows.
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The Patients window

You can access this window by clicking Go and then Patient in either of the other two main windows (Home or Provider windows), or from other windows, when available. 

The Patients window is the starting point for viewing and entering patient register and clinical information and it displays the list of downloaded patients. 
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The Options listed below are available in this window:

	Option
	Description

	[image: image25.bmp]
	allows you to return to the previous screen

	Go
	Two options are available on the pop-up menu that appears when clicking on Go:

· Provider: select this option to go to the Provider window

· Home: select this option to go to the Home window

	New
	Two options are available on the pop-up menu that appears when clicking on New:

· Patient: allows you to add a new patient

· Family: allows you to add a new folder (family) member

	 Open
	allows you to open the selected patient personal and address details, for viewing or editing

	EHCR
	opens the Patient Information window for the selected patient, which stores the patient's available clinical information, for viewing and editing


New Patient / Edit Patient window

This window has two tabs:

· Details tab

· Address tab

Refer to the screen shot below to view which fields are available within the New Patient and Edit Patient windows.
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Patient Information window 

This window is accessed by clicking EHCR  in the Patient window. 

It is the front page for patients' clinical information, and the starting point for viewing existing data and recording new information. 
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The top panel displays displays basic information about the currently selected patient, such as Name, Date of Birth, etc.

Each of the folders can be expanded by clicking on the + symbol next to it, and collapsed again by clicking on the - symbol.  

The options available when expanding the Views folder, depend on what was set in the Preferences, HTML - views tab in the host system.  Refer to the Pocket Profile Preferences section for further information. 

Click on a folder, or on an item in a folder to access available options. 

· Tip:  to access options available for specific items, select the item, then click on it and hold.  A pop-up menu will appear.  For example, select the Medications / Non-usual Meds subfolder, then click on it and hold: a New Non-Usual Medication option will appear.  Think of this as the equivalent of the right-clicking feature on a PC. 

The Options listed below are available in this window, when any of the main folders is selected:

	Option
	Description

	[image: image29.bmp]
	allows you to return to the previous screen

	Go
	The options listed below are available on the pop-up menu that appears when clicking on Go:

· Provider: select this option to go to the Provider Items window

· Patient: select this option to go to the Patients window

· Home: select this option to go to the Home window

	New
	When clicking on this button, the options listed below appear on a pop-up menu.  Select the required option to add a new item of this type.

· Note: Some items are greyed-out when accessing this option from this window, but are enabled from within a new contact.

· Problem
· Task
· Appointment
· Recall Plan
· Prescription: only enabled from within a contact

· Non-Usual Medication 

· Investigation: only enabled from within a contact

· Encounter
· Referral
· Case
· Dictation
Adding the above items within Pocket Profile works in the same way as adding them within your host system.  

Click OK to save data or [image: image30.bmp] to cancel and go back to the previous window.

	
	· Note: as the full formulary is not available within Pocket Profile, you can only prescribe usual or previously prescribed medications, or ad-hoc medications as free-text.  These are referred to as Non-Usual Medications within Pocket Profile.

	
	· Note: in the current version, referrals can only be between internal providers, as external providers are not available within Pocket Profile. 


In addition to the above options, one or both of the Options listed below may also be available when an editable item is selected within a folder.  

	Option
	Description

	Open
	allows you to open the selected item and alter as required. 

· Note: some windows have more than one tab, switch between the tabs to enter or view the required information. 

	Delete
	allows you to delete the selected item.  A confirmation window will appear before the item is deleted. 


When items are in read-only mode in this view, the Open and Delete options will not appear. The View option will be available instead.  This applies to the following types of items:

· Results

· Medications

· Any of the items in the Views folder

· It is particularly important in this window to select the relevant node (or folder),  before you perform an action, as the available options will be dependent on the node that you've selected.  For example, select the relevant contact if you want to add a prescription, as this option will be disabled from anywhere else.  Select the relevant care plan (or _NOPLAN) to add a recall visit. 

Scenarios

This section takes you through some common clinical scenarios using Pocket Profile.  Step-by-step instructions enable you to complete some basic tasks.  The patients' names used in these scenarios are from a training database, however the instructions can be easily adapted to your own live database.

By working through the following scenarios, you will learn how to complete the following tasks using Pocket Profile:

· Adding a new encounter

· Ordering investigations

· Adding a new contact

· Prescribing a usual medication

· Reviewing patients encounters

· Prescribing a non-usual medication

· Adding a problem to the problem list

· Booking an appointment

· Creating a task

· Adding a new patient

· Adding a recall visit

· Completing a recall visit

· Note: this document is intended as a quick reference guide only and assumes the reader is familiar with the information covered in the previous topics of the Using Pocket Profile section.  Refer to other sections of this manual for further information about Pocket Profile, and to the Profile for Windows online help for comprehensive information about how to use Profile. 

Scenario 1

You see Susan Mercer during a rest home visit.  She complains she has been feeling very tired and low in energy.  Order the appropriate investigations.  In addition, she has run out of her usual asthma inhaler and requires a new prescription. 

Tasks
You will need to complete the following tasks:

· Adding a new encounter

· Ordering investigations

· Adding a new contact

· Prescribing a usual medication

· Add a new encounter

	Step
	Action

	1
	Click Go and select Patient. 

	2
	Select Susan Mercer from the list of patients, and click EHCR.

	3
	Click New and select Encounter. 

· Note: alternatively, you can select the Encounters subfolder, click on it and hold: a New Encounter option will appear. 

	4
	In the Type field, select the appropriate contact type from the drop-down menu.

	5
	Click OK. 

	6
	Enter appropriate notes.  

	7
	Click OK. 


· Order investigations

	Step
	Action

	1
	Ensure the current contact is selected.

	2
	Click on New and select Investigations - Pathology Test.

	3
	Go to the Order tab and enter information as required. 

	4
	Go back to the Tests tab.

	5
	In the second Type field in the New Pathology window, select the appropriate option:

· Preferred: when selecting this option, only tests previously marked as preferred will appear for selection. 

· Ad-Hoc: when selecting this option, you will need to specify the tests as free-text.

· Select...: when selecting this option, you will be able to search for any test.

	6
	Determine your next step:

	if you selected ...
	then...

	Preferred
	· Select the appropriate department from the Depart. drop-down menu, eg. Haematology.

· Select the appropriate option from the Invest. drop-down menu, eg. Full Blood Count

· Click Add.

	Ad-Hoc
	· Enter the name of the investigation 

· Click OK.

	Select
	· Enter the investigation name you are searching for, or part of it, eg. 'iron'.

· Click Find.

· Select the relevant test

· Click OK.

	7
	Repeat steps 5 and 6 until all the relevant investigations are listed.

· Note: at this stage you can still delete a test if added in error by selecting the test and clicking Delete. 

	8
	Click OK. 


· Add a new contact

	Step
	Action

	1
	Select the current contact. 

	2
	Click New and select Contact.

	3
	Type relevant notes and click OK. 


· Prescribe a usual medication

	Step
	Action

	1
	Ensure the current contact is selected.

	2
	Click New and select Prescription.

	3
	In the Based on field, ensure the Usual medication option is selected.

	4
	In the field below, select the relevant option from the drop-down menu, for example, in this scenario the patient's usual medication for asthma. 

	5
	Check the instruction fields and alter the editable fields if applicable.

	6
	Click OK. 

· Note: if you want to alter or delete a medication you have just prescribed, select the medication in the Patient Information window, then click Open or Delete, as required. 


· Tip: you can add a dictation regarding this encounter at any stage by selecting the encounter and clicking on New then selecting Dictation.  A task will be automatically created for users responsible for dictations, as specified in the preferences.  See Pocket Profile Preferences for more information. 

Scenario 2

During a consultation, Harold Bollinger describes hypertension symptoms.  You review his past contacts, start a new encounter and prescribe a medication for hypertension.  Harold has also been suffering from migraine lately, so you want to add a new contact and add migraine to his problem list. 

Tasks:
· Reviewing past encounters

· Adding a new encounter

· Prescribing a non-usual medication

· Adding a new contact 

· Adding a problem to the problem list

· Review past encounters

	Step
	Action

	1
	In the Patients window, select Harold Bollinger from the list of patients, and click EHCR.

	2
	Determine your next step:

	if...
	then

	you have an HTML view set up to view past encounters
	· expand the Views folder

· select the available relevant option 

· click View and scroll down the contacts

· click [image: image31.bmp] when you have finished viewing 

· Note: see Pocket Profile Preferences, HTML-Views tab for information on how to set up this view. 

	you do not have an HTML view set up to view past encounters
	· expand the Encounters folder

· expand the relevant contacts to view notes, medications prescribed and investigations ordered


· Add a new encounter

See scenario 1

· Prescribe a non-usual medication

As this patient has never been prescribed a medication for hypertension before, you will need to prescribe it as a non-usual medication. 

	Step
	Action

	1
	Expand the Medications folder.

	2
	Select the Non-usual Meds subfolder.

	3
	Click on it and hold.

	4
	Select New Non-Usual Medication from the pop-up menu. 

	5
	Enter the details of the medication to be prescribed as free-text. 

	6
	Click OK. 


· Add a new contact 

See scenario 1

· Add a problem to the problem list

	Step
	Action

	1
	Ensure you are in the Patient Information window for the relevant patient.

	2
	Click New and select Problem. 

	3
	In the Dx Code field choose either of the following options from the drop-down menu:

· select the relevant disease, if available

OR

· select Select

· type the disease you are looking for, or part of it, eg. 'migraine'

· click Find
· select the code from the list

· click OK

	4
	In the Type field, select the relevant option from the drop-down menu, for example, in this scenario, Diagnosis.

	5
	Tick the Alert box if you want to associate an alert with this diagnosis.

	6
	Enter some notes in the Synopsis field, if required.

	7
	Click OK. 


· Tip: you can add a dictation regarding this encounter at any stage by selecting the encounter and clicking on New then selecting Dictation.  A task will be automatically created for users responsible for dictations, as specified in the preferences.  See Pocket Profile Preferences for more information. 

Scenario 3

You have just seen Louise Clarke and will need to see her again for a follow-up visit in a week's time, at 6:30pm.  You make an appointment for her, and add a task for the nurse to ring her the day before to confirm the booking.

Tasks
You will need to complete the following tasks:

· Booking an appointment

· Creating a new task

· Book an appointment

	Step
	Action

	1
	Ensure you are in the Patient Information window for the relevant patient.

	2
	Click New and select Appointment.

	3
	In the POS field, select the appropriate POS. 

	4
	In the Type field, select the appropriate consultation code.

	5
	In the Date field, select the appointment date, in a week's time.

	6
	In the time field, click on the hour, and enter the time of the appointment in 24 hour format, ie. 18 in this scenario.

	7
	Click on the minutes and enter 30.  

	8
	Select a different duration from the drop-down menu, if applicable. 

	8
	Click OK. 


· Create a new task

	Step
	Action

	1
	Click New and select Task. 

	2
	In the Subject field, type a short description of the task, for example: 'Confirm tomorrow's appointment'.

	3
	In the Due Date field, select the appropriate date. 

	4
	In the Due Time, enter the time, if appropriate. 

	5
	In the Holder name, select the name of the person responsible for the task for example, in this case, your nurse.

	6
	Leave the status as Pending.

	7
	In the Priority field, select the appropriate priority from the drop-down menu. 

	8
	In the Type field, select the appropriate option from the drop-down menu, if applicable.

	9
	If appropriate, click on the Notes tab and enter further instructions.

	10
	Click OK. 


· Note: you can add new appointments and tasks from the Provider Items window in exactly the same way, except that you will also need to select the patient from the drop-down menu. 

Scenario 4

You have just had a consultation with a new patient, John Smith, who needs to have his blood pressure regularly monitored.  You add his details in Pocket Profile, enter relevant notes, add a blood pressure recall visit to be repeated once a week, and complete the first recall visit. 

Tasks
You will need to complete the following tasks:

· Add a new patient

· Add a new encounter

· Add a recall visit

· Complete a recall visit

· Add a new patient

	Step
	Action

	1
	Click Go and select Patient.

	2
	Click New and select Patient.

	3
	In the Details tab, enter the required information. 

	4
	In the Address tab, enter the required information. 

	5
	Click OK.

	6
	In the Confirmation box, click Yes.


· Add a new encounter

See Scenario 1

· Add a recall visit

	Step
	Action

	1
	In the Patient Information window, select the Recalls folder.

	2
	Select the  _NOPLAN: No Plan folder

	3
	Click New and select Recall Visit.

	4
	Enter the appropriate date in the Due Date field.

	
	In the Code field, choose either of the following options from the drop-down menu:

· select the relevant visit, if available

OR

· select Select

· type the description of the code you are looking for, or part of it, eg. 'pressure' for 'blood pressure'

· click Find
· select the visit code from the list

· click OK 

	
	In the Repeat fields, enter the required information.

	
	Enter any comments, if required.

	
	Click OK. 


· Complete a recall visit

	Step
	Action

	1
	Select the visit that is to be completed.

	2
	Click on it and hold.

	3
	Select Complete from the pop-up menu.

	4
	In the Overall Status is field, select Complete from the drop-down menu.

	5
	Click OK. 


· Tip: you can add a dictation regarding this encounter at any stage by selecting the encounter and clicking on New then selecting Dictation.  A task will be automatically created for users responsible for dictations, as specified in the preferences.  See Pocket Profile Preferences for more information. 

Tips and Troubleshooting

· Tips

The list below is designed to help you avoid common mistakes while working in Pocket Profile and help you understand the scope of Pocket Profile.

10. When Booking appointments, remember it is using a 24 hour clock.  Without the visual help of the Appointment window, it is for example easy to book appointments for 2:00am in the morning, instead of 2:00pm (14:00).

11. The easiest way to review patients' encounters is by clicking on Views - Contacts from a patient's Information window.  To enable this view,  open the Work Centre / Other / Pocket Profile view on your host and click the Preferences button.  Go to the HTML - Views tab, and select one of the available options under Contacts.  See Pocket Profile Preferences if unsure how to do this. 

12. Remember to select a node (or folder) before you perform an action, as the available options will be dependent on the node that you've selected.  For example, select a contact if you want to add a prescription, as this option will be disabled from anywhere else. 

13. To complete a recall visit, select the visit, click on it and hold, then select Complete from the pop-up menu.  

· Troubleshooting

Refer to the list below for possible problems you may experience, and their solution. 

	problem
	possible reason(s)
	solution

	Pocket Profile stops responding
	· memory low

· a run time error occurred but the application was not terminated
	Terminate Pocket Profile and all other applications running, or do a soft reset of your PDA.

	Synchronisation process times out
	·  the local network is operating slowly.  This may be due to Ethernet and Loopback adapters enabled at the same time.  See Installing Pocket Profile for more information 
	Only enable either Loopback OR Ethernet adapter at any one time. 

	Synchronisation connection takes too long to establish
	· socket connection internal error
	· Pull the PDA out of its cradle (or disconnect it from the PC),

· Wait 30 seconds

· Re-insert it into its cradle (or reconnect it with the PC)
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