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Quick Reference to Mail 
Manager Set-up 

What this Quick Reference Guide Covers 

This Quick Reference guide is aim ed at System Managers  in  pra ctices in  England , 

particularly those:  

 who want to set up Mail Manager to receive and manage pathology 

messages in XML format . Note that many other XML messages can 

also be received in Mail Manager (Out of Hours Reports, ETP, PDS 

Updates, etc).  

 who are  rec eiving GP2GP messages .   

 

Before Mail Manager is used for XML Pathology, a System Administrator should 

configure the following set -up options  in Control Panel :  

 Staff Access  (see page 6)  

 Actions (see page 11 )  

 Action Status (see page  16 )  

 Staff Groups  (see page  19 )  

 

We have also included instructions on how to archive messages in your individual 

Mail Manager Mailbox and on behalf of other user s.  

Other Mail Manager User Guides include:  

 Quick Reference to Mail Manager for Administrative Staff ;  

 Quick Reference to Mail Manager for Clinical Staff ;  

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

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

from the Training section.  

 On - screen help  within the Mail Manager module.  

All the Quick Reference Guides are provided by INPS Training on the Training CD for 

Mail Manager and GP2GP.  A full GP2G P v1.1 User Guide can be downloaded from the 

INPS website www.inps.co.uk  under Client Zone -  Downloads -  CfH -  GP2GP. 

http://www.inps.co.uk/
http://www.inps.co.uk/
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Switching on XML Pathology ï General Points 

 Your pathology laboratory should be sending EDIFACT m essages 

which you have been receiving successfully into Mailbox / Mail 

Administrator.   EDIFACT messages will be "wrapped" in an "XML 

envelope".  

 XML Pathology has to be switched on.  You will be given help with 

this.  

 There is no conversion of existing old p athology messages in Mail 

Administrator / Mailbox, so there will be a transitional period during 

which you will require both old and XML pathology.  Once XML 

pathology has been activated, all new pathology messages will be 

routed into Mail Manager, but you  will have to  manually  process 

any outstanding messages in Mail Administrator / Mailbox.  

 There is no change to the function of incoming pathology messages 

in GPC.  

 Action s, mapping Read  codes  and Local IDs that you were using in 

Mail Administrator can be co nverted into Mail Manager and need 

not be re -entered. The first time you enter Mail Manager after XML 

Pathology has been switched on, you will be asked if you want  to 

convert the action messages, the Read code Look -up table and 

Local ID table from Mailbox / Mail Administrator.  Answering Yes 

will save you a lot of time from re -entering these.  

 

Pre-checks before starting GP2GP 

Organisations 

Before starting GP2GP, check in Control Panel -  File Maintenance  under 

Organisations  that you do not have an organisati on with the same name as the 

practice.   

For example, the practice may be called The Medical Centre, but you also have an 

Organisation under General Practitioner Fundholder called The Medical Centre.  

In this case, when trying to send a GP2GP extract with a referral in it with the 

organisation / hospital being the Fundholder, GP2GP cannot distinguish which 

organisation the department is linked to so the hospital is not sent through and is 

missing from the referral screen at the receiving practice.  

So if the re are ANY duplicate names within Organisations, change one of them.  In 

the example above, the General Practitioner Fundholder name could be changed to 

The Medical Centreold.  
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Mail Manager Set-up in Control Panel 

From the Vision front menu, select Ma nagement Tools  -  Control Panel .  

 

The following procedures should be followed to set up Mail Manager:  

 Set up staff acc ess rights to view other people sô mail messages in 

Mail Maintenance -  Staff Access  -  See page  6. 

 Create/ Maintain the list of action messages in Mail Maintenance -  

Actions , e.g. Patient to make appointment . See page  11   

 Create/maintain  the list of action status in Mail Maintenance -  

Action Status .   New status might include In Progr ess  or Awaiting 

patient response .  See page  16 . 

 Create /maintain  staff groups in File Maintenance -  Staff Groups , 

e.g. receptionists, nurses, GPs etc. These user -defined groups of 

practice staff members can be select ed for the pu rposes of copying 

or actioning messages en masse in Mail Manager. See page  19 . 

 

 

Select Mail  
Maintenance to 
configure Staff 

Access, Actions and 
Action Status.  

Select File 

Maintenance  to 
set up Staff 
Groups.  
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Mail Maintenance - Staff Access 

Staff Access allows for viewing and maintenance of staff access rights .  Everyone has 

access to their own mail only , unless they are  given extra access rights  to other staff 

members  by a System Administrator .  The System Administrator  will need access to 

everyone ôs mail and also unallocated mail  (i.e . messages that have not been 

allocated to a member of staff).    

It  is also recommended that  two other  Administrative staff are given 

access to view unallocated mail  as well as the System Manager . 

During an absence there is no need  to redirect mail  within Mail Manager .  You  are 

simply able to give another user the rights to view mail for the period of the staff 

absence . 

 

Whose messages can the selected user view? 

In Control Panel  -  Mail Maintenance -  Staff Access , when you select a Mailbox 

from the Folder list, the Mailboxes that the staff member has access to will be 

disp layed . 

1.  Go to the front screen of Vision and select Management Tools ï Control Panel .  

2.  Select  Mail Maintenance ï 

Staff Access .  

 

 

 

3.  By clicking on a folder, you 

can see the whose messages 

each member of staff has 

access to.  

                       

 

Dorothy Mason 
can only see her 
own mail.  
 
John Mcallister 
has rights to 
view unallocated 

mail and the 
mail of several 
members of 
staff.  
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Who has access to the selected mailbox? 

Similarly , if you would like to find out all the users who can access a particular 

Mailbox without looking at each individual user ôs access rights you can:  

 

1.  Right click on a 

Mailbox folder and 

select View 

access to this 

staff.  

 

 

 

2.  The View Access 

Rights  pane will 

display the names 

of the users who 

have access rights 

to Dorothy 

Masonôs mail. 

 

 

 

3.  Click OK  to close.  

 

 

 

To view who 
has rights to a 
user ôs mail, 
right c lick on 
the folder name 

and select View 
access to this 

staff .  
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Allowing Access to Messages  

Also in Control Panel  -  Mail Maintenance -  Staff Access  you are able to ma nage 

which messages users are allowed access to.  To allow a particular user to be able to 

access another usersô messages: 

 

1.  From the  Staff 

Access list, right 

click  on the folder of 

the person you wish 

to give further 

access rights and 

select Add .  

 

 

2.  From the drop down 

list select the 

person whose 

messages you 

would like to  grant  

access to.  

 

Note You can also give access rights to a group of users messages 

(i.e. Doctors, Nurses see page 20  for further instructions on setting up 

groups).  

3.  To allow unlimited 

access, leave th e 

Valid Until  field 

blank.  

 

 

 

 

 

 

 

 

 

 

 

Unlimited access to messages  
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If you only want to 

allow temporary 

access (i.e. when 

someone is on 

holiday), you should 

fill in the Valid Until 

date.   

 

Allowing temporar y access to messages  

4.  Click OK  to save. 

You can see that 

David Burton has 

access to Jayne 

Burnsô Mailbox from 

20/09/2007 until 

01/10/2007.  

 

 

5.  From the Mail 

Manager screen, 

you are able to 

distinguish your 

own messages by 

looking at  the staff 

column.  

 

 

 

Note  If you click on the staff heading, the messages will be sorted 

alphabetically by allocated staff.  



10 Vision 3 - Quick Reference to Mail Manager Set Up   

 

Remove Mailbox from Mail Manager View. 

You can remove other usersô Mailboxes from appearing in your Mail Manager view by 

removing your rights to their  messages  in Control Panel.   

 

1.  From  Control Panel  -  

Mail Maintenance select 

Staff Access   

 

 

2.  Click on the Mailbox you 

would like to amend 

access rights to which 

should display all the 

Mailboxes they currently 

have rights to see in Mail 

Manager.  In this e xample, 

we are going to edit 

Katherine Cottonôs access 

rights  so that she no 

longer views Lindsay Bath 

in her Mail Manager 

screen.  

 

 

3.  Right click on the mailbox 

of the personôs messages 

to be removed, i.e. 

Lindsay Bath, and select 

Remove . 

 

 

4.  You will be  prompted with 

the following message: Do 

you really want to remove 

mail access rights to Mrs 

Lyndsay Bath?   Select Yes 

to remove.  

 

 

5.  Lyndsay Bathôs messages 

will no longer be available 

to view by Katherine 

Cotton.  

 

Click on a name to 
display the mailboxes 
they currently view in 
Mail Manager.  


