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Quick Reference to Mail 
Manager for Admin Staff 

What this Quick Reference Guide Covers 

The Quick Reference Guide to Mail Manager for Administrative Staff  is aimed 

to assist Admin  staff who are using Mail Manager , in particular to receive and 

manage pathology result s in XML format.   It deal s with tasks such  as allocating 

messages to staff, assigning unmatched results,  completing actions, etc . 

 

Other Mail Manager User Guides include:  

 Quick Reference to Mail Manager for Clinical Staff ;  

 Quick Reference to Mail Manager Setup (for System 

Managers)  

 Chapter 5  (ver sion 7, 04/12/07) of the Vision 3 Training Guide , 

which can be downloaded from the INPS website www.inps.co.uk  

from Training.  

 On - screen help  within the Mail Manager module.  

All the Quick Reference Guides are provided by INPS Training and included on the 

Training CD for Mail Manager and GP2GP.  

 

Note that other XML messages can also be received in Mail Manager such as Out of 

Hours reports, ETP and PDS Updates etc.  and also GP2GP messages.  GP2GP 

messages are mostly autom atic, though GP2GP Record Transfers need to be filed 

when received.  This is covered in the GP2GP User Guide which can be downloaded 

from the INPS website under Client Zone -  Downloads -  CfH -  GP2GP. 

 

http://www.inps.co.uk/
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Overview of Mail Manager 

How do I access Mail Manager? 

Mail Manager is accessed from the Messaging Menu on the front screen of Vision . 

 

 

Startup option 

There is also a Mail Manager Startup  option which can be enabled from the Vision 

front menu under Option s .  Ticking t his will  automatically launch Mail Man ager every 

time you log into Vision.  You will see your mailbox and other mailboxes to which you 

have access rights.  

As there will be a transitional period between switching from Mail Administrator  /  

Mailbox to Mail Manager, it is advisable that, once you have switched Mail Manager 

on, you check that all the messages in your Mail Administrator/Mailbox have been 

dealt with.  Once you are certain that you have dealt with such messages, you can 

disable the Mailbox start -up for Mail Administrator by selecting Options ï Mailbox 

Startup .  

 

Switching on automatic Mailbox startup  

Click on Messaging 
ï Mail  Manager  to 
access XML 
Pathology 

Messages.  




