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1. Introduction

In Reports we can retrieve the data that has been entered into OPAS. Like any database,
the information that we can get out is only as good as the information that is put in. For
example, if you want to know how many of your appointments Did Not Attend, then
OPAS can only tell you this if you have updated the sessions after the clinic to record who
did and did not attend. Similarly, you can only find out the value of goods received over a
particular period of time if the goods have been booked in on the order.

There are a lot of reports available, covering appointments, orders, patients, care episodes,
stock and prescriptions. The majority of the reports are analysing information entered on
the orders, because not only do we want to know how much has been spent, but we want to
know who we spent it with (Supplier), on what type of appliance (Orthosis code) and
which part of the hospital (Directorate) created the expense.

The Reports module is split between Appointments reports, Care Episode reports,
Financial reports, Patients reports, Prescriptions reports, Stock reports and
Waiting List reports. Within appointment and financial reports we can select Ad-hoc

or Batches. Ad-hoc gives you the flexibility to specify particular information that you
are interested in, whereas Batches contains pre-set report templates. When first using
reports, you will find running the batch reports easier. If you are in any doubt as to which
report will produce the information required, please contact the OPAS Helpdesk for
guidance.

Most reports, as well as being able to send to the printer, can be seen on screen or saved as
a file. Reports saved as files can then be e-mailed to other departments or exported into
spreadsheets.

Users of OPAS have requested all the reports in OPAS. If there is a report currently not in
OPAS that you require, please let us know. All new reports are included in future versions
of OPAS so that everyone benefits.

Finally, and I cannot stress this enough, the format of the printed report can be
tailored to suit your requirements. Just like your order and letters layouts were
customised when you first started using OPAS, so can your reports. So, if you print a
report and it shows the patient’s hospital number and you would rather see the
patient’s name, or if the value of the order is showing net cost and you need gross or
if the report is in date order and you want it to be in supplier order, then please let us
know and we can change the report for you.

Orthotic Patient Administration System Version 7 © Wynnlodge Ltd



Section 11 Page 6 Reports

2. Appointment Reports (Ad Hoc)

Menu: Reports — Appointments — Ad hoc or

Menu: Appointments — Print — Reports — Ad hoc

The Ad hoc Appointment report gives you additional flexibility to report on

specific criteria. The Ad hOC report will work on current and archived
appointments.

OPAS Appointment Reports Selection Criteria Screen

Appointments

Outcome

Appointments

Select Archived if the appointments you wish to analyse have been archived
Select Current if the appointments you wish to analyse are current

Venue

Select All if all Venues are to be included

Select One if only one Venue is to be included on the report. Use the

space bar on your keyboard to move the highlight from All to

One and press . A pop-up list will appear for you to
make your selection from. Your selection will appear on the
screen.

Outcome

Select All if all Outcomes are to be included
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Select One

Dates
Select All

Select Range

Continue
Select No

Select Yes

if only one Outcome is to be included on the report. Use the
space bar on your keyboard to move the highlight from All to

One and press . A pop-up list will appear for you to
make your selection from. Your selection will appear on the

screen.

if you want to report on all archived or current appointments

if you want to report on a range of dates (this is the usual
practice e.g. a month, quarter or year). Use the space bar on
your keyboard to move the highlight from All to Range and

press .

Type the start date in the space provided in the format DD

MM YYYY and press .

Now type in the end date in the next space in the format DD

MM YYYY and press .

if you wish to abandon the Ad hOC report screen

if you wish OPAS to search for the appointments that match
the criteria selected

- Once the appointments
! ACtivity that match your criteria
B u-

| E— appear for you to make
Chuit further selections

have been found, a new
Reports menu will

Orthotic Patient Administration System Version 7
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Activity

The Activity report can show for each venue what type of appointment were seen and the
outcomes for those appointments

Report: ACTIUITY
Print 18 records

Once the data has been found
you have the option to see the
report on screen or to be
printed

Ecreen Printer

Screen

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. @ will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-
select Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Printer

The report will be sent to the printer. You will then have the option to re-select Screen,
Printer or File. Make another selection or press @ again to return to the menu.

Below is an example of the Activity report.

Appointment Activity Report
Total New Supply Fit Review Cast Other Attended DIN£
Orthotic Clinic 789 &7 7 85 7 4 629 461 30
JNew Clinic 36 4 2 30 27 4
Test 7 7 6 1
A N Other Clinic 5 1 4 1 1
lDiabetic Foot Clinic 3 3 1 1

The report layout (activity.dfr) can be altered to your requirements. Please contact the
OPAS helpdesk.
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List

The List report will show all the appointments that matched the criteria and include
arrived and seen times. This report will only work if archived appointments are being
analysed.

Print 783 records You will be shown how many
Pr— appointments OPAS has found and ask
gDEta“ doitels—omlly ‘ if you want to see the information in

Detail i.e. a line for each order or just
Totals-only

Print 783 records Once the data has been found

you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

éScreen Printer File

Screen

If the report is sent to the screen, you will initially be shown the first page of the
report. Press the key to move to the next page. E‘ will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option

to re-select Screen, Printer or File. Make another selection or press @ again to
return to the menu.

Printer

The report will be sent to the printer. You will then have the option to re-select
Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Below is an example of the List report in Detail.
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Clini o Pati ent Cate: Ti e Arrived: Saen .
[rthotic Ainic ME1010588 01705/ 2003 091500
Irthotic Tlinic MNE03247TT 130 05/ 2002 08 15:00
Irthotic Tlinic MNTCHRUS0O07 28/ 02/ 2000 09:15:00 09 15:00 10:05: 00
Irthotic Clinic MNTCRUS00S 147 025 2008 0% 15: 00
Irthotic Clinic MNLKP1232345 040 117 1988 091500 09 00: 00 10:25: 00
[xthotic inic MNAE1 23455 25/ 0352008 051500
[xrthotic Ainic MNEEA 25087 28/ 025 2001 051500 091000 02000

The report layout (app_list.dfr) can be altered to your requirements. Please contact

the OPAS helpdesk.

File

A comma separated variable file will be created called app_list.csv. This will be
saved in your personal directory within OPAS. This can be exported into Lotus123
or MS Excel.

3.

M File created

-
1 ) ASCIT text File q:\opasilindalapp_lisk.csv was successfully created

Appointments Reports (Batches)

Menu: Reports — Appointments — Batches or

Menu: Appointments — Print — Reports — Batches

All the batch appointment reports (except the No Outcome and Transport report)
work on archived information, so ensure the appointments for the period you wish to

report on has been archived (see Appointments - Note 21. Archiving sessions).

© Wynnlodge Ltd
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4. Batches — Bookings

This report interrogates the information entered in the booking fields.

Menu: Reports — Appointments — Batches — Bookings or

Menu: Appointments — Print — Reports — Batches — Bookings

Bookings

Start Date

o select the Purchaser required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

. enter the Start date of the required date range in the format DD MM YYYY

o enter the End date of the required date range in the format DD MM YYYY

Once the data has been found

Print 5 records you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

éScreen Printer File

Screen

If the report is sent to the screen, you will initially be shown the first page of the
report. Press the key to move to the next page. E‘ will go back a page.
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If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option
to re-select Screen, Printer or File. Make another selection or press @ again to
return to the menu.

Printer

The report will be sent to the printer. You will then have the option to re-select
Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Below is an example of the Bookings report.

Reports

Hew Us=r HHS Trust
ORTHOTIC DEPARTMENT BOCKING PROGRAMME

Date Hewr Fall Psrtial HA= HC FC FAps Full Partial DHa= HC BC

02-01-2003
160172003
27.-01-2003
29-01-2003
06-02-2003
100272002
24022002 1 1
25-02-2003
27.-02-2003

R N R
i R e A s
=

Total 1 1 i i i i 14 13 i 1 1 i]

The report layout (bo_appts.dfr) can be altered to your requirements. Please contact
the OPAS helpdesk.

File
A comma separated variable file will be created called bo_appts.csv. This will be

saved in your personal directory within OPAS. This can be exported into Lotus123
or MS Excel.

M File created

L]
1 ) ASCII bext File g:\opasilindaibo_appts.csv was successfully created

© Wynnlodge Ltd
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5. Batches — New Patients

This report interrogates the appointment information for new patients only. OPAS knows
which appointments are for new patients by looking at the New field on the appointment
and selecting those with a Y entered.

Menu: Reports — Appointments — Batches — New Patients or

Menu: Appointments — Print — Reports — Batches — New Patients

Hew Patients

Start Date

Eﬂ

. select the Purchaser required from the pop-up list. Alternatively press \El
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

. enter the Start date of the required date range in the format DD MM YYYY
o enter the End date of the required date range in the format DD MM YYYY

. enter how the report is to be sorted By. Available options appearing in the pop-
p box are Clinician, Directorate, Referrer or Venue

Once the data has been found

Print 5 records you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

éScreen Printer File

Screen

If the report is sent to the screen, you will initially be shown the first page of the
report. Press the key to move to the next page. B‘ will go back a page.
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If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option
to re-select Screen, Printer or File. Make another selection or press @ again to
return to the menu.

Printer

The report will be sent to the printer. You will then have the option to re-select
Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Below is an example of the New Patients report selecting Directorate.

MNews Patient Appointments by O rectorate
O1F O1F 2000 - Q44 O7F 2005

Aftended Attended Attended ChA & [t
Cirectorate Tot al [ o P Crher P I P Ther
Sener al 2 1
FCT 51 25 1 4
Traurs & Orthopzedi c 1 1

The report layouts (np_apptc/d/r/v.dfr) can be altered to your requirements. Please
contact the OPAS helpdesk.

File

A comma separated variable file will be created called

np_appc.csv if clinician is selected
np_appd.csv if directorate is selected
np_appr.csv if referrer is selected
np_appv.csv if venue is selected

This will be saved in your personal directory within OPAS. This can be exported
into Lotus123 or MS Excel.

M File created f'5__<|

Ll
1 } A3CIT kext File giiopasilindainp_appr.csv was successfully created
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0. Batches — No Outcome

This report will show which appointments have had no outcome recorded.

The report can be used for either current or archived appointments.

Menu: Reports — Appointments — Batches — No Outcome  or

Menu: Appointments — Print — Reports — Batches — No Outcome

Start Date

m Archived Current

. select the Purchaser required from the pop-up list. Alternatively press \El
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

J select the Venue required from the pop-up list. Alternatively press @to
make the pop-up list disappear without making a selection. Leaving the
Venue field empty will result in all venues being selected

J enter the Start date of the required date range in the format DD MM YYYY

J enter the End date of the required date range in the format DD MM YYYY

o select whether the report period is for Archived or Current appointments

Orthotic Patient Administration System Version 7 © Wynnlodge Ltd
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Once the data has been found

Print 5 records you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

EScreen Printer File

Screen

If the report is sent to the screen, you will initially be shown the first page of the
report. Press the key to move to the next page. B‘ will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press \El to abandon looking at the report on screen. You will then have the option
to re-select Screen, Printer or File. Make another selection or press @ again to

return to the menu.
Printer

The report will be sent to the printer. You will then have the option to re-select
Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Below is an example of the No Outcome report.

Appointment s wi thout Cut cones

Session [ete Tirme: Fatient

2845 29/ 1142007 11:20 ME0B25852
2845 29/ 1172007 11:40 MEE904425
2845 2971142007 15:00 MEE404152
2845 29/ 11,2007 14:30 MNE0E0E286
2845 28/ 1172007 14:15 MEOB1597 25
2845 29/ 1172007 14:50 MNE0E06286

The report layout (no_out.dfr) can be altered to your requirements. Please contact
the OPAS helpdesk.

File
A comma separated variable file will be created called

no_outa.csv if run for archived appointments
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no_outc.csv if run for current appointments

This will be saved in your personal directory within OPAS. This can be exported
into Lotus123 or MS Excel.

M File created

Ll
1 ) A3CII text file q:Yopasilindaino_outa.csv was successfully created

7. Batches — Patient Charter Stats

This report will analyse the log times that are entered against an appointment, to calculate
how many of your patients were seen within half an hour of their appointment time (seen
within half an hour of arrival if they arrived after their appointment time).

The report will only look at archived appointments, so make sure that the period you wish
to report on has been archived.

Menu: Reports — Appointments — Batches — Patient Charter Stats or

Menu: Appointments — Print — Reports — Batches — Patient Charter
Stats

Patient Charter Statistics

Clinician Purchaser Uenue

Start Date

Orthotic Patient Administration System Version 7 © Wynnlodge Ltd
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. select how you wish the information to be displayed i.e. by Clinician,
Purchaser or Venue

. enter the Start date of the required date range in the format DD MM YYYY

o enter the End date of the required date range in the format DD MM YYYY

Once the data has been found

Print 5 records you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

Screen Printer File

Screen

If the report is sent to the screen, you will initially be shown the first page of the
report. Press the key to move to the next page. E‘ will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option
to re-select Screen, Printer or File. Make another selection or press @ again to
return to the menu.

Printer

The report will be sent to the printer. You will then have the option to re-select
Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Below is an example of the Patient Charter Stats report selecting Clinician.

© Wynnlodge Ltd Orthotic Patient Information System Version 7
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Patient (harter Statistics

By dinician

01/ 017 2000 - Q470772008

linician Under 30 Under 80 Creral Late Rej ect s
s Crihotiste 8 12 o5
b Crthati st 50 3
| var MNionkling 1 =]
Andy  Pancy 8

¥l lie Gof ar |
Elzn HJsarmi 1
bt B Fitter 1 2
At her 1
Bzn Dover 2 5

Tot E/ g2 A 28 / 74 I 454
/ |
Number of Number of Number of Number of Those
patients seen patients seen patients seen patients who appointments
within 30 within 1 hour after 1 hour arrived late that do not
minutes of of their of their for their have ‘seen’
their appointment appointment appointment times logged
appointment time but not time
time within 30
minutes

File

A comma separated variable file will be created called

pcc_appt.csv if clinician is selected
pcp_appt.csv if purchaser is selected
pcv_appt.csv if venue is selected

This will be saved in your personal directory within OPAS. This can be exported
into Lotus123 or MS Excel.

M File created

L.l
"l ) A3CII text file q:Yopasilindalpoc_appt.csy was successfully created
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8. Batches — PCT

This report will provide a breakdown of PCT activity. An appointment report providing a
summary of PCT activity is available in Reports — Appointments — Summaries.

The report will only look at archived appointments, so make sure that the period you wish
to report on has been archived.

Menu: Reports — Appointments — Batches — PCT or

Menu: Appointments — Print — Reports — Batches — PCT

Start Date

. select the Purchaser required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

o select the PCT required from the pop-up list. Alternatively press @o
make the pop-up list disappear without making a selection. Leaving the PCT
field empty will result in all PCTs being selected

J enter the Start date of the required date range in the format DD MM YYYY

J enter the End date of the required date range in the format DD MM YYYY

Once the data has been found

Print 5 records you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

Screen Printer File
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Screen

If the report is sent to the screen, you will initially be shown the first page of the

report. Press the key to move to the next page. E‘ will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option
to re-select Screen, Printer or File. Make another selection or press @ again to
return to the menu.

Printer

The report will be sent to the printer. You will then have the option to re-select
Screen, Printer or File. Make another selection or press @ again to return to the

menu.

Below is an example of the PCT report.

FCT Appoan e IViLY
01-01-2007 - 30-11-2007
HHS Ho Hespital Ho Practice FCT Appt Date Type Con=ultant Crthotist Purchassr
HTME 000010 182199 SFE 18-02-2007 F Mr Sargeon Mr Orthotist GP Fundholder
Comt 1
E01-234-5674 TORUS44 131045 EFL 08~10-2007 i Mr Sargemm Mr Orthotist HHS TRUST
601-234-5674 TORUS44 La104s EFL 15-02-2007 F Mr Sargeon Mr Orthotist HHS TRUST
E01-234-5674 TORUS44 L1045 EFL 18-02-2007 Mr Sargeon Mr Orthotist HHS TRUST
E01-234-5674 TORUS44 L1045 EFL 19.-02-2007 F Mr Sargeon Mr Orthotist HHS TRUST
601-234-5674 TORUS44 La104as EFL 12-04-2007 Mr Sargeon Mr Orthotist HHS TRUST
Comt &
E23-456-7894 H12345CHERTY Paz017 EHG 20-02-2007 F Mr Sargemm Mr Orthotist HHS TRUST
£23-456-7894 H12345CHERTT F92017 EHG 15-02-2007 F Mr Sargeon Mr Orthotist HHS TRUST

The report layout (pct_app.dfr) can be altered to your requirements. Please contact
the OPAS helpdesk.

File

A comma separated variable file will be created called pct_app.csv. This will be
saved in your personal directory within OPAS. This can be exported into Lotus123
or MS Excel.

M File created

L.l
\IJ‘) A3CII text file q:\opasilindaipct_app.csv was successfully created

Orthotic Patient Administration System Version 7
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0. Batches — Reviews

This report interrogates the appointment information for review patients only. OPAS
knows which appointments are for review patients by looking at the New field on the
appointment and selecting those with anything other than Y entered.

The report will only look at archived appointments, so make sure that the period you wish
to report on has been archived.

Menu: Reports — Appointments — Batches — Reviews or

Menu: Appointments — Print — Reports — Batches - Reviews

Reviews

Start Date

ﬁu

o select the Purchaser required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

o enter the Start date of the required date range in the format DD MM YYYY

o enter the End date of the required date range in the format DD MM YYYY

. enter how the report is to be sorted By. Available options appearing in the pop-
up box are Clinician, Directorate, Referrer or Venue

Once the data has been found

Print 5 records you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

Screen Printer File
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Screen

If the report is sent to the screen, you will initially be shown the first page of the
report. Press the key to move to the next page. E‘ will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.
Press @ to abandon looking at the report on screen. You will then have the option

to re-select Screen, Printer or File. Make another selection or press @ again to
return to the menu.

Printer

The report will be sent to the printer. You will then have the option to re-select
Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Below is an example of the ReVview report selecting Directorate.

Review Appointnent s by Cirectorat e
01/ 01/ 2003 - 31703 2003

Attended Altended Attended DMNA A A
Orectorate Total P P Q her ar P Q her
Paedi atrics 2 1 1
RCT 2 2
Trauma & Ot hopaedi ¢ 15 13 1

The report layouts (re_apptc/d/r/v.dfr) can be altered to your requirements. Please
contact the OPAS helpdesk.

File
A comma separated variable file will be created called
re_appc.csv  if run by clinician re_appr.csv if run by referrer

re_appd.csv  if run by directorate re_appv.csv  if run by venue

This will be saved in your personal directory within OPAS. This can be exported
into Lotus123 or MS Excel.

M File created

Ll
\l‘) HSCTI text File q:\opastlindalre_appe.csv was successfully created
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10. Batches — Sessions

This report is will provide a breakdown of session activity (This replaces the session
report that used to be within the adhoc menu).

The report will only look at archived appointments, so make sure that the period you wish
to report on has been archived.

Menu: Reports — Appointments — Batches — Sessions or

Menu: Appointments — Print — Reports — Batches — Sessions

Session Activity

Start Date

. select the Venue required from the pop-up list. Alternatively press @0
make the pop-up list disappear without making a selection. Leaving the
Venue field empty will result in all venues being selected

. enter the Start date of the required date range in the format DD MM YYYY

o enter the End date of the required date range in the format DD MM YYYY

Once the data has been found

Print 5 records you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

éScreen Printer File

Screen

If the report is sent to the screen, you will initially be shown the first page of the
report. Press the key to move to the next page. Bl will go back a page.
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If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option
to re-select Screen, Printer or File. Make another selection or press @ again to
return to the menu.

Printer

The report will be sent to the printer. You will then have the option to re-select
Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Below is an example of the S€ssion report.

Sessl ons Feport
Al wiErues
O 017 2007 - 017 127 2007

Neriue hbincary Tuesday Wigdnescday Thur sdary Fri ciay Wigekend Al
Appliance Departrent 56 83 14 43 13 214
MWEFTI RS MOT 20 SPEQ AL QU NIC 1 1 2

Trand Total L] ==l 15 43 13 a 216

The report layout (se_appts.dfr) can be altered to your requirements. Please contact
the OPAS helpdesk.

File
A comma separated variable file will be created called se_appts.csv. This will be

saved in your personal directory within OPAS. This can be exported into Lotus123
or MS Excel.

M File created

1 ) A3CII text file q:Yopasilindalse_appts.csy was successfully created
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11. Batches — Transport

Unlike the other batch appointment reports, this report will only look at current
appointments, as the purpose of this report is to see current bookings that have been made.

Menu: Reports — Appointments — Batches — Transport or

Menu: Appointments — Print — Reports — Batches - Transport

Transport Bookings

Start Date

o select the Purchaser required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

. enter the Start date of the required date range in the format DD MM YYYY

J enter the End date of the required date range in the format DD MM YYYY

Once the data has been found

Trefmt 3 rmeols you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

Screen Printer File

Screen

If the report is sent to the screen, you will initially be shown the first page of the
report. Press the key to move to the next page. Bl will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.
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Press @ to abandon looking at the report on screen. You will then have the option

to re-select Screen, Printer or File. Make another selection or press @ again to
return to the menu.
Printer

The report will be sent to the printer. You will then have the option to re-select
Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Below is an example of the Transport report.

Tr ansport Boaki ngs
178/ 2003 - 3078/ 2003

dinic Cat & Ti me Pat i ent Book ed By

Appl i ance Departrent 29/ 09/ 2003 10:15: 00 TBPOOO0O010 25/ 087 2003 LINMNDA

The report layout (tr_appts.dfr) can be altered to your requirements. Please contact
the OPAS helpdesk.

File
A comma separated variable file will be created called tr_appts.csv. This will be

saved in your personal directory within OPAS. This can be exported into Lotus123
or MS Excel.

M File created

Ll
1 ) ASCI bext file g:\opasilindaitr_appts.csv was successfully created

12. Batches — Uncollected

This report has two functions. Firstly it will report on those orders where the goods have
not been collected, and then secondly, give you the option to send a reminder collection
letter to those patients. OPAS determines which orders have not been collected by looking
for orders where the ACO field is C and where the goods have been delivered but not yet
supplied.
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Menu: Reports — Appointments — Batches — Uncollected or

Menu: Appointments — Print — Reports — Batches — Uncollected

lInclaimed Collections

Start Date

. select the Venue required from the pop-up list. Alternatively press @ to
make the pop-up list disappear without making a selection. Leaving the Clinic
field empty will result in all clinics being selected

o enter the Start date of the required date range in the format DD MM YYYY

o enter the End date of the required date range in the format DD MM YYYY

Once the data has been found

Print 5 records you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

EScreen Printer File

Screen

If the report is sent to the screen, you will initially be shown the first page of the
report. Press the key to move to the next page. B‘ will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option

to re-select Screen, Printer or File. Make another selection or press @ again to
return to the menu.
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Printer

The report will be sent to the printer. You will then have the option to re-select
Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Below is an example of the Uncollected report.

MNew Leer NHS Trust
Lhcl ainmed Gol | ections
0101/ 2002 t o 27/ 04420032

dinic: Hosp No Pati ent MNane Feceived

Appliance DCepartnent 415296 J DALNCEY 2 0 2003
New dinic G3355370 D EYRE 23 S 2003

The report layout (bat_ucol.dfr) can be altered to your requirements. Please contact
the OPAS helpdesk.

File

A comma separated variable file will be created called bat_ucol.csv. This will be
saved in your personal directory within OPAS. This can be exported into Lotus123
or MS Excel.

=

M File created

Ll
\l;) ASCIT bext file g:\opasilindaibat_ucol.csv was successfully created

Once the report has been produced (either to the screen or printer), the Screen,
Printer, File prompt appears again. Press \EI and the following prompt will
appear.

(If you do not want the report, but do want to produce reminder collection letters
press @ when the Screen, Printer, File prompt appears for the first time.)
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I UNCLAIMED COLLECTIONS X

Would wou like to print reminder letters too?

=]

Click on Yes if you wish to print reminders letters for those patients who have not
collected their goods. Otherwise click on No.

Note: If you wish to edit the wording of the reminder collection letter the template
is held within Utilities — Choices — Letters and is called Uncoll.

13. Appointments Reports
(Summaries)

All these batch summary appointment reports work on archived information, so ensure the
appointments for the period you wish to report on has been archived (see Appointments

- Note 21. Archiving sessions). The summary reports can be run to analyse
appointment type or appointment outcome.

14. Summaries — Clinician

Menu: Reports — Appointments — Summaries - Clinician or

Menu: Appointments — Print — Reports — Summaries - Clinician
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Clinician Activity Summary

Start Date

Outcome Type

o select the Purchaser required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

J select a Clinician from the pop-up list. Alternatively press @ to make the
pop-up list disappear without making a selection. Leaving the Clinician field
empty will result in all clinicians being selected

. select a Venue from the pop-up list. Alternatively press \El to make the pop-
up list disappear without making a selection. Leaving the Venue field empty
will result in all venues being selected

. enter the Start date of the required date range in the format DD MM YYYY

o enter the End date of the required date range in the format DD MM YYYY

o select whether the report should analyse by Outcome or Type

Once the data has been found

Print 5 records you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

Screen Printer File
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Screen

If the report is sent to the screen, you will initially be shown the first page of the
report. Press the key to move to the next page. E‘ will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option
to re-select Screen, Printer or File. Make another selection or press @ again to
return to the menu.

Printer
The report will be sent to the printer. You will then have the option to re-select

Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Below is an example of the Clinician report selecting Outcome.

[Mew MHS Trust 0 - Mo Cut come recor ded

Clini cian Appoi ntment Actiwvity (=11 1 - Attended

ALL PURCHASERS 2 -Didnot Attend

ALL VEMIES 2 - Could Mot Attend
Mstart Date: 01/01/2000 4 - Collect Only

End Date: 047072008 4 - Cancel | ed by Hospital

B -

Clini cian Total Time Hage o 1 2 3 4 ) =] Col | ect

Een Dover 8 225 2.2% 8

Mr B Fitter 5 120 1.8% 5

Willie Gofar 4 60 0.6% 4

Euan Husami 1 15 0.1% 1

| wor Minkling 24 2585 2.5% a 14 1

Mr Crthoti st 551 7240 T2.3% 126 Mz 24 42 a7 28
gMrs Crthotiste 129 1800 18.0% 45 63 a z 10 23

A M Other 1 15 0.1% 1

Andy Pandy g 120 1.2% 7 1 1

Grand Tot al 7 10010 140 415 24 44 u} 48 u} 52
Count 9

Below is an example of the Clinician report selecting Type
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Clini cian Appai mtment Activity
ALL PURCHASERS

ALL VEMUES

Start Date: 01/01/2000

End Date: 04/07/2008

Clini cian Tot al Time Ymge P Rewi e Fit Supplyw Cast Cther Wér d el ki ns
Ben Dover 2 225 2.2% g 2 1
Mr B Fitter 5 180 1.8% 1 4
Wllie Gofar 4 []u} 0.6% 1 3
Euan Husami 1 16 0 1% 1
Ivor Minkling 24 255 2.6% 2 4 17 1
Mr <rthoti st 551 7240 72 .3% 38 a Tz =l 2 412 32 5
Mrs orthotiste 129 1800 15 .0% 189 1 =1 2 117 =)
A M Other 1 15 0.1% 1
Andy Pandy a 120 1 2% 1 a
Grand Total 73 10010 B2 10 85 El 4 868 40 =}

Count 9

File

A comma separated variable file will be created called

or_appts.csv  if analysed by outcome

ot_appts.csv  if analysed by type

This will be saved in your personal directory within OPAS. This can be exported

into Lotus123 or MS Excel.

M File created

L.l
- | ) ASCII kext File g:\opasilindalor_appts.csy was successfully created

15. Summaries — Directorate

Menu: Reports — Appointments — Summaries — Directorate or

Menu: Appointments — Print — Reports — Summaries - Directorate
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Directorate Activity Summary

Directorate:

Start Date

Outcome Type

o select the Purchaser required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

. select a Directorate from the pop-up list. Alternatively press @ to make the
pop-up list disappear without making a selection. Leaving the Directorate
field empty will result in all directorates being selected

. select a Venue from the pop-up list. Alternatively press @ to make the pop-
up list disappear without making a selection. Leaving the Venue field empty
will result in all venues being selected

J enter the Start date of the required date range in the format DD MM YYYY

o enter the End date of the required date range in the format DD MM YYYY

. select whether the report should analyse by Outcome or Type

Once the data has been found

Print 5 records you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

éScreen Printer File

Screen

If the report is sent to the screen, you will initially be shown the first page of the
report. Press the key to move to the next page. E‘ will go back a page.
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If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option
to re-select Screen, Printer or File. Make another selection or press @ again to
return to the menu.

Printer

The report will be sent to the printer. You will then have the option to re-select
Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Below is an example of the Directorate report selecting Outcome.

Hew Ussr NHS Trust 0 — Ho Qutcone yecordsd
Directorate Appointment Activity ey . 1 — Attended
ATL FTRCHASERS 2 — Did not Attend
Start Date: 01-01-2001 3 — Could Hot Attend
End Dats: 30-07-2003 4 —Collect Only
5 — Canc=lled by Hoepital
5 —
Directorate Total Tine Sage a 1 2 3 4 5 & Collect
Pasdiatrics 5 75 2 B 3 2 1
FCT 3 40 1.4 3
Trauma & Crthopsedic 169 2775 9 0% 165 3 1 5
Grand Total 177 2830 a 171 5 1 a a a &
Comt 3

Below is an example of the Directorate report selecting Type

Directorate Appointment Activity
ALL FURCHASERS
ALL WEMJES
Start Date: O1/01/2000
End Date: 0470772008
Directorate Tot al Time Jmge Mew  Rewiew Fit Supply Cast Other ward  Walkins
62 655 6 .5% 2 2 1 1 1 74 2
Gener al 22 205 2.0% 2 3 2
FCT G35 8835 B85.3% 56 [ T4 3 3 474 40 4
Trauma & Orthopaadic 12 225 2 .2% 1 1 7
Grand Total 73 10010 82 10 85 ] 4 568 40 5
Count 4
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File

A comma separated variable file will be created called
di_appts.csv  if analysed by outcome
dt_appts.csv  if analysed by type

This will be saved in your personal directory within OPAS. This can be exported
into Lotus123 or MS Excel.

B File created

Ll
1 ) ASCTI text File q:\opasiindaldt_appts.csy was successfully created

16.  Summaries — GP Activity

Menu: Reports — Appointments — Summaries — GP Activity or

Menu: Appointments — Print — Reports — Summaries — GP Activity

GPF Activity Summary

Start Date

Outcome Type

© Wynnlodge Ltd Orthotic Patient Information System Version 7



Reports Section 11 Page 37

o select the Purchaser required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

. select the PCT required from the pop-up list. Alternatively press @ to make
the pop-up list disappear without making a selection. Leaving the PCT field
empty will result in all PCTs being selected

. select the Venue required from the pop-up list. Alternatively press @ to
make the pop-up list disappear without making a selection. Leaving the Venue
field empty will result in all venues being selected

J enter the Start date of the required date range in the format DD MM YYYY
o enter the End date of the required date range in the format DD MM YYYY

. select whether the report should analyse by Outcome or Type

Once the data has been found

Print 5 records you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

EScreen Printer File

Screen

If the report is sent to the screen, you will initially be shown the first page of the
report. Press the key to move to the next page. B‘ will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option

to re-select Screen, Printer or File. Make another selection or press @ again to
return to the menu.

Printer

The report will be sent to the printer. You will then have the option to re-select
Screen, Printer or File. Make another selection or press @ again to return to the
menu.
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Below is an example of the GP Activity report selecting Outcome.
Hew Ussr HHS Trust 0 - Ho Qutcone recordsd
GP Appointment Activity Report Ker - 1 - Attended
ATL PURCHASERS 2 —Did not Attend
Start Date: 01-01-2001 3 — Could Mot Attend
End Date: 30-07-2003 4 — dollect Only
5 —Cancelled by Hospital
& —
GP Code  GP Hame Total Time 3 4 5 6 Collect
5 1650 92
(0230753 BENNET FB 1 15 1
(2313537 WOOLAS KD 6 a0 6
(33291821 LIEBERT LI 4 350 24 2
(53305708 BRACE CA 1 15 1
(53316902 HUSSAIN S 1 15 1
(33355370 EVYRE DH 1 30 1 3
(53399279 WORTHINGTON JRM 1 15 1
(33399420 FENRICE GI 1 15 1
(53408120 DCHATDSM TJ 1 15 1
GB8102216 MATTI 9K 3 45 3
(8203801 JOWES IP 4 60 4
(58409872 SCHUMM BA 2 20 2
(8510251 FERKINS BJ 1 15 1
GE706074 DAVIDEOH RG 7 120 7
(GBB800576 FLAXMAN E& 1 15 1
8901446 YOUNG S 6 240 14 1
Below is an example of the GP Activity report selecting Type
Mew MHS Trust
GF fppointment Activity
ALL FURCHASERS
ALL PCTS
ALL WERIES
Start Date: 01/01/2000
End Date: 04/07/2008
oP Ref Tot al Time Hage Mew Revi aw Fit Supply Cast ther War d V&l kins
241 3635 36 .3% 2z =) 15 3 z 208 &
30102005 ALLEM EB 1 18 0 1% 4
50102026 ANDERSOM MG 2 30 0.3% 1 1
SOM07725 ALEXAMDER PJ 2 30 0.3% g8 2
S0110134 ALLEM JF 1 15 0.1% 1
S0218616 BROCHES M 2 45 0.4% 1 1 4
30230753 BEMMET RBE 2 18 0 1% 2

File

A comma separated variable file will be created called

gp_appts.csv

gt_appts.csv

if analysed by outcome

if analysed by type

This will be saved in your personal directory within OPAS. This can be exported

into Lotus123 or MS Excel.

M File created

Ll
1 } A3CII bext file g:\opasilinda\gt_appts.csv was successfully created

© Wynnlodge Ltd
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17. Summaries — PCT

Menu: Reports — Appointments — Summaries - PCT  or

Menu: Appointments — Print — Reports — Summaries — PCT

PCT Summary

Start Date

ITEAEE Outcome Type

o select the Purchaser required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

J select the PCT required from the pop-up list. Alternatively press \Ecl to make
the pop-up list disappear without making a selection. Leaving the PCT field
empty will result in all PCTs being selected

o select the Venue required from the pop-up list. Alternatively press @ to
make the pop-up list disappear without making a selection. Leaving the Venue
field empty will result in all venues being selected

. enter the Start date of the required date range in the format DD MM YYYY

J enter the End date of the required date range in the format DD MM YYYY

. select whether the report should analyse by Outcome or Type
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Reports

Screen

Printer

Print 3 records

File

Once the data has been found
you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

Screen

If the report is sent to the screen, you will initially be shown the first page of the
report. Press the key to move to the next page. B‘ will go back a page.

If the report is too small to read, press the key to magnify. will make the text

smaller again.

Press @ to abandon looking at the report on screen. You will then have the option
to re-select Screen, Printer or File. Make another selection or press @ again to

return to the menu.

Printer

The report will be sent to the printer. You will then have the option to re-select
Screen, Printer or File. Make another selection or press @ again to return to the

menu.

Below is an example of the PCT report selecting Outcome.

Mew MHS Trust Key: 0 - Mo Cutcome recorded

PCT Appointment Activity 1 - Attended

ALL PURCHASERS 2 - Did not Attend

ALL PCTS 3 - Could Mot Attend

ALL VEMIES 4 - Collect Cnly

Start Date: 0150142000 § - Cancelled by Hospital

End Date: 04/07/2008 g -

FCT Tot al Time Ymge a 1 2 3 £ fal [} Coll ect
280 4045 40.4% 7a 181 12 13 15 23

GA2  GREEMW CH TEACH MG PCT 2 158 0.1% 2 1

SEM  MOTTIMGHAM €I TY FCT 1 15 0.1% 1

SFE  FORTSMCUTH Cf T TEACHI NG PCT 1 15 0.1% 1 1

SFL  BATH AND NCRTH EAST SCMERSET PCT 25 550 5.5% 11 15 3 ] 3

Below is an example of the PCT report selecting Type

Mew MHS Trust

FCT Appointment Actiwvity

ALL PURCHAZERS

ALL VEMUES

Start Date: 01/01/2000

End Date: 04/07/2002

FCT Tot al Time Hage (R[4 Rewi e Fit Supplw Cast ot her Wwr d

z2a0 4045 0.4% 258 5 16 4 2 242 2

5A2  GREEMW CH TEACHI NG PCT 2 15 0.1% 1 1 1

SEM MOTTIMGHAM CI T PCT 1 15 0.1% 1

SFE  PORTSMCUTH CI T TEACHI MG PCT 1 15 0.1% 1 1

SFL  BATH AMD MCRTH EAST SCMERSET 28 650 6 .5% 7 4 232 1

© Wynnlodge Ltd
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File

A comma separated variable file will be created called
pc_appts.csv if analysed by outcome
pt_appts.csv  if analysed by type

This will be saved in your personal directory within OPAS. This can be exported
into Lotus123 or MS Excel.

M File created

Ll
1 ) ASCII text file q:Yopastilindalpc_appts.csv was successfully created

18. Summaries — Referrer

Menu: Reports — Appointments — Summaries — Referrers or

Menu: Appointments — Print — Reports — Summaries — Referrers

Referrer Activity Summary
Purchaserfl, |

Start Date

TR Outcome Type
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o select the Purchaser required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

. select a Referrer from the pop-up list. Alternatively press @ to make the
pop-up list disappear without making a selection. Leaving the Referrer field
empty will result in all referrers being selected

. select the Venue required from the pop-up list. Alternatively press @ to
make the pop-up list disappear without making a selection. Leaving the Venue
field empty will result in all venues being selected

. enter the Start date of the required date range in the format DD MM YYYY

J enter the End date of the required date range in the format DD MM YYYY

o select whether the report should analyse by Outcome or Type

Once the data has been found

Print 5 records you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

Screen Printer File

Screen

If the report is sent to the screen, you will initially be shown the first page of the
report. Press the key to move to the next page. E‘ will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option
to re-select Screen, Printer or File. Make another selection or press @ again to
return to the menu.

Printer

The report will be sent to the printer. You will then have the option to re-select
Screen, Printer or File. Make another selection or press @ again to return to the
menu.

© Wynnlodge Ltd Orthotic Patient Information System Version 7



Reports

Section 11 Page 43

Below is an example of the Referrer report selecting Outcome.

A comma separated variable file will be created called

co_appts.csv

ct_appts.csv

if analysed by outcome

if analysed by type

Mewr MHS Trust Fey: 0O - Mo Cut come recorded
Feferrer Appointment Activity 1 - Attended
ALL PURCHASERS 2 - Did not Attend
ALL VEMIES 2 - Could Mot Attend
Start Date: O1/01/72000 4 - Callect Cnlvy
End Date: 0470772008 5 - Cancelled by Hospit al
B -
Fefarrer Tot al Time Hage 2 e} 4
=11} 540 6. 4% 24 ) g 5 7
A M Cther 29 430 4 3% 18 g 3 1 1
Oi rect Access GF 14 224 2.2% 11 = 1
Mr Bl oggs 2 15 0. 1% 1 1
Mr M Parrish 4 40 0. 4% 2 1
mr smith 5 a0 0.9% g
Mr Surgeon G616 2570 B85.6% 125 =84 21 37 =8
Grand Tot al 71 10010 190 415 24 44 o 48
Count 7
Below is an example of the Referrer report selecting Type
Mewr MHE Trust
Referrer Appointment Activity
ALL PURCHASERS
ALL VEMLES
Start Date: 0140172000
End Date: 0470772008
Referrer Tot al Ti me Yege [ &y Revi ewr Fit Supply Cast
60 G40 G 4% 1 2 1 1
A M Other 28 420 4 .3% 3 2 10 4
Direct Access GP 15 225 2.2% 2 2 4
Mr BEloggs 2 15 o.1% 1
Mr M Farrish 4 40 0.4%
mr smith 5 =} 0.9% 1
Mr Surgeon G168 2570 25 6% 54 4 70 3 3
Grand Tetal EEch 10010 62 10 25 -] 4
Count 7
File

Orthotic Patient Administration System Version 7
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This will be saved in your personal directory within OPAS. This can be exported
into Lotus123 or MS Excel.

M File created

Ll
\l‘) ASCII text file q:Yopastilindalco_appts.csv was successfully created

19. Summaries — Venues

Menu: Reports — Appointments — Summaries — Venues or

Menu: Appointments — Print — Reports — Summaries — Venues

Uenue Activity

Start Date

ITEAEE Outcome Type

o select the Purchaser required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

. select a Venue from the pop-up list. Alternatively press \El to make the pop-
up list disappear without making a selection. Leaving the Venue field empty
will result in all venues being selected

. enter the Start date of the required date range in the format DD MM YYYY

o enter the End date of the required date range in the format DD MM YYYY

o select whether the report should analyse by Outcome or Type
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Once the data has been found

Print 5 records you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

EScreen Printer File

Screen

If the report is sent to the screen, you will initially be shown the first page of the
report. Press the key to move to the next page. B‘ will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press \El to abandon looking at the report on screen. You will then have the option

to re-select Screen, Printer or File. Make another selection or press @ again to
return to the menu.

Printer
The report will be sent to the printer. You will then have the option to re-select

Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Below is an example of the Venue report selecting Outcome.

Mew MHSE Trust 0 - Mo Cut come recor ded
Wenues Appointment Activity Fey 1 - Attended
ALL PURCHASERS 2 -Did not Attend
Start Date: M/S0452000 2 - Could Mot Attend
End Date: 0470772008 4 - Collect Only
5 - Cancell ed by Hospital
B -

Wenue Total Ti me Yage u] 1 2 3
AR Cther Clinic 5 a0 0.9% 2 1 1
Diabetic Foot Clinic 3 =11] 0. 6% 1 1 1
LI MDAS SPECI AL CLIMIC 11 1645 1. 6% 11
MART I MS MOT S0 SPECIAL CLIMIC 1 10 0.1% 1
Mew Clinic =0 G630 G.3% 4 22 3 1
Orthotic Clinic G542 8385 23 .48% 182 248 27 43
Test 7 100 1.0% =} 1
TEST AREA 11 1645 1. 6% 11
testing 14 420 4. 2% 13 1
et Anocther Test 1 145 0.1% 1

Grand Tot al 731 10010 190 4146 a4 44

Count 10
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Below is an example of the Venue report selecting Type

INeW MHS Trust

Wenue Appointment Actiwvity

Ll PURCHASERS

ALL WEMNIES

IStart Date: 0170172000

End Date: 04072008

NDirectorate Tot al Ti me Ymge (RN Fewi awr Fit Supply Cast Cther

A M Cther Clinic & =1] 0 .99 1 4

Di abetic Foot Clinic 2 G0 0.6% 2

LI MDAS SFECI AL CLINIC 11 165 1 6% 1 10

MARTI MS MOT S0 SPECI AL CLIMIC 1 10 0.1% 1

few Clinic 20 G20 G .3% 4 2 27

(rthotic Clinic G4a 83868 23 .5% 55 7 25 7 4 494

Test 7 100 1.0% T

TEST AREA 11 165 1 6% 1 1 11

ftesting 14 420 4 2% 1 10

vet Another Test 1 14 0.1% 1
Zrand Total 731 10010 62 10 35 El 4 a68

Count 10
File

A comma separated variable file will be created called
ve_appts.csv
vt_appts.csv

This will be saved in your personal directory within OPAS.

into Lotus123 or MS Excel.

M File created

if analysed by outcome

if analysed by type

This can be exported

Ll
- | } ASCIT bext File giopasilindalwe_appts.csy was successfully created

© Wynnlodge Ltd
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20. Care Episodes (Batches)

Batch reports are report templates that are designed to be quick and easy to run. There are
currently 2 different batch reports for care episodes. If you are in any doubt as to which
report will produce the information required, please contact the OPAS Helpdesk for
guidance. The layout of all batch reports can be edited to suit your requirements.

21. Care Episodes — Analysis

This report can be used to interrogate either current or archived care episodes. Separate
report definitions are used, so you can have different layouts for your archived and current
care episode reports.

Menu: Reports — Care Episodes — Analysis

Care Episode Analysis
Grselmemy ||
PCT

Isimms

. select the Purchaser required from the pop-up list. Alternatively press \El
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected
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. select the Directorate: required from the pop-up list to find all those patients
which belong to that directorate. Alternatively press @0 make the pop-up
list disappear without making a selection. Leaving the Directorate: field
empty will result in all directorates being selected

o select the PCT required from the pop-up list to find all those patients which
belong to that PCT. Alternatively press @0 make the pop-up list disappear
without making a selection. Leaving the PCT field empty will result in all
PCTs being selected

J enter the Start date of the required date range in the format DD MM YYYY

J enter the End date of the required date range in the format DD MM YYYY

o select whether the date range selected should look at the care episodes
Created, Referral, Assessment, Fitting or Discharge date

o select whether you want to interrogate Current or Archived care episodes

Print 43 records

You will be shown how many
care episodes OPAS has
found and ask if you want to
see the information in Detail
i.e. a line for each waiting list
entry or just Totals-only

éDetail Totals-only ‘

!!

Once the data has been found
Print 45 records you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

éScreen Printer File

Screen

If the report is sent to the screen, you will initially be shown the first page of the
report. Press the key to move to the next page. Bl will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option

to re-select Screen, Printer or File. Make another selection or press @ again to
return to the menu.
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Printer

The report will be sent to the printer. You will then have the option to re-select
Screen, Printer or File. Make another selection or press @ again to return to the

menu.

Below is an example of the Analysis report selecting Detail.

Hospital MNo  Patient Appaints Time Orders Met (& oss:
NAHZ BOGES nEJAVES BRGMA a] 0:00 1 G . 00 &4 .00
122450 ERTY . MR OFELYI N BLOEES 10 1:45 1 123 .45 145 .05
NTEPOOOD1D kR WBRTI N CRAEVEN 1 0:15 1 220.00 220.00
NORSA 3357 MR EBECRE 9 TH 1 0:15 1 197 .00 231.48
BY7EE7Y b Syl vester S al ane 2 0: 00 3 165 .65 165 .51

Fage 1 dated 17708/ 2008
Frinted by LINDA

care ana.dfr - Archived Care Bi sodes

The footer in the bottom left
corner of the report will indicate
whether the report is on current
or archived care episodes

The report layouts (care_ana.dfr and care_anc.dfr) can be altered to your
requirements. Please contact the OPAS helpdesk.

File

A comma separated variable file will be created called care_anc.csv if analysing
current care episodes and care_ana.csv for the archived care episodes. This will be
saved in your personal directory within OPAS. This can be exported into Lotus123

or MS Excel.

M File created

L.l
1 ) A3CII text file q:Yopasilindalcare_anc.csy was successfully created
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22. Care Episodes — Current

This report interrogates your current care episodes and finds those that are still active (i.e.
there is no date of discharge entered).

Menu: Reports — Care Episodes — Current

Print 5 pecords Once the data has been found

you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

éScreen Printer File

Screen

If the report is sent to the screen, you will initially be shown the first page of the
report. Press the key to move to the next page. Bl will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option
to re-select Screen, Printer or File. Make another selection or press @ again to
return to the menu.

Printer

The report will be sent to the printer. You will then have the option to re-select
Screen, Printer or File. Make another selection or press @ again to return to the
menu.
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Below is an example of the Current report.

Wesks wait
Case: Hospital Ho  Fatient Feferral: Asssssment: Target Date: todate
CEO0049 HOWE345768 MR JOHN SHYTHE 13-01-2008 18052008 3
CEO0051 67567 Mr Fhil Oskesy 13-01-2008 04-02-2008 18-05-2008 3
CEO00S0 432523 Mr John Browm 13-01-2008 18052008 3
CEO00S2 HAH280965 MR JAMES BRCWH 04022008 09062008 0
Total for NHS TRUST 13
CEO0011 HTEMFO00009 M5 MARY LITTLE 02091999 06-01-2000 440
CEO0015 H123432 MR TONY JACK 20-12-1999 24042000 424
CEO0022 Hik1848 MR FAUL LAKE 31052000 04102000 401
Total for Primary Care Group 3

The report layout (care.dfr) can be altered to your requirements. Please contact the
OPAS helpdesk.

File

A comma separated variable file will be created called cur_care.csv. This will be
saved in your personal directory within OPAS. This can be exported into Lotus123
or MS Excel.

M File created

L3
1 ) ASCII text File q:\opastlindalcur_care.csy was successfully created
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23. Financial Reports (Ad Hoc)

The Ad hoc report gives you the flexibility to report on specific order information by
completing the selection criteria screen appropriately.

Menu: Reports — Financial - Ad hoc or

Menu: History — Reports — Ad hoc

Suppl e

Purchaser
Select

No if all Purchasers are to be included in the report but you do not
require a sub-total for each Purchaser

Yes if all Purchasers are to be included in the report and you do want a
sub-total for each Purchaser. Use the space bar on your keyboard to
move the highlight from No to Yes

One if only one Purchaser is to be included on the report. Use the space
bar on your keyboard to move the highlight from No to One and

press . A pop-up list will appear for you to make your
selection from. Your selection will appear on the screen.
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Directorate

Range if a range of Purchasers are to be included in the report. Use the
space bar on your keyboard to move the highlight from No to
Range and press . A pop-up list will appear for you to
select the first Purchaser in the range. Having selected the first
Purchaser, this will be entered on the selection screen and the pop-
up list will stay for you to select the last purchaser of the range.
Your selection will appear on the screen.

Directorate

Directorate, Referrer, Orthosis Code, Supplier, GP and Postcode.

Apply the same selection procedure as with Purchaser to select No, Yes, One or

Range.
Dates
Select
All if you want to report on all orders on OPAS.
One if you want to report on one specific date. Use the space bar on

your keyboard to move the highlight from All to One and press

Type the date in the space provided in the format DD MM YYYY.

Da o< [N One

Range  if you want to report on a range of dates (this is the usual practice
e.g. a month, quarter or year). Use the space bar on your keyboard

to move the highlight from All to Range and press .
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Type the ‘start’ date in the space provided in the format DD MM

YYYY and press .

Now type in the ‘end’ date in the next space provided in the format

DD MM YYYY and press [Enter.

Using
Select
Ordered
Received
Supplied
Invoiced
Purchase _ Invoice
Paydate
Continue
Select
No

if you want to report on those orders that have an order
date within the dates selected above

if you want to report on those orders that were received
within the dates selected above

if you want to report on those orders that were supplied
within the dates selected above

if you want to report on those orders where the date of
the suppliers invoice is within the dates selected above

if you want to report on those orders where the date of
the purchase invoice is within the dates selected above

if you want to report on those orders that were the

passed for payment date is within the dates selected
above

if you wish to abandon the Ad hoc report screen

© Wynnlodge Ltd
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Yes if you wish OPAS to search for the orders that match
the criteria selected

The selection screen below would show me all orders that had been supplied in April 2001
that were raised for Trauma & Orthopaedic for custom footwear, giving sub-totals for each

supplier.

OFAS Reports Selection Criteria Screen

Purchaserl Ho

One |
Ref exrerf o
Supplierfl No_

& L
Post Codol No|
Dates
= noff Ordered |

Once you have selected Yes to continue, OPAS will search for all those orders that match
the criteria selected. If no matches are found, the following message will appear.

Il REPORTS

Current criteria produces no records

If orders have been found
=] MNet Expenditure that match your criteria

then this Reports menu

E Diatafile will appear.
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Gross Expenditure

If you wish to see the value of the orders including VAT, select Gross Expenditure.

Report: GROSSEXP
Print 9 records

Totals

!!

Report: GROSSEXP
Print 9 records

Screen Printer

You will be shown how many orders
OPAS has found and ask if you want to
see the information in Detail i.e. a line
for each order or just Totals

You will then be asked if you wish to see
the information on the Screen or to be
sent to the Printer. If screen is selected,
having looked at it on the screen, you
still have the option to send the
information to the printer afterwards. If
you don’t want either option, press @
to abandon.

Below is an example of the Gross Expenditure report selecting Detail.

Oirectorate:

M NHS Tr ust

Trauma & rthopaedic

Crdered 01/ 0472007 - 3170352008

lHospital Mo Crder MNo Fati ent Gross:
NEET 11265 WiE S16 MR B FRACCOK 78.25
NCET 11265 Wi S17 MR B FRACCOK 28.63

Total for Directorate 118.88

Count 2

The report layout (grossexp.dfr) can be altered to your requirements. Please contact the

OPAS helpdesk.

Net Expenditure

If you wish to see the value of the orders excluding VAT, select Net Expenditure.
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Report: NETEXPEN You will be shown how many orders
Frint 9 records OPAS has found and ask if you want to

§netai1 Totals

see the information in detail i.e. a line
for each order or just totals

Screen Printer

You will then be asked if you wish to see

Report: HETEXPEH
Print 9 records

the information on the screen or to be
sent to the printer. If screen is selected,
having looked at it on the screen, you
still have the option to send the

information to the printer afterwards. If

you don’t want either option, press @
to abandon.

Below is an example of the Net Expenditure report selecting Detail.

MNewy NHS Tr ust

Orectorate:. Traune & Orthopaedic

Crdered 01/ 0452007 - 31/03F 2008

|H::spi tal Mo Order Mo Fatient Met Cost
NEET 11265 WE S1G nE B PEACTC g7 .45
MGET 11265 W& 517 MR B FEACCC 2273
Total faor Drectarate Trauna & Orthopaedi c 101 .18
Count 2

The report layout (netexpen.dfr) can be altered to your requirements. Please contact the
OPAS helpdesk.

Datafile

The Datafile option saves the information found as a comma separated variable file so
that the data can be exported into a spreadsheet for manipulation, or into a report.

Having selected Datafile, you can then choose what information on the order will be
transferred. Move down the list, selecting those fields required by pressing . If a field

Orthotic Patient Administration System Version 7
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is selected by mistake press again to de-select. The list is more than a page, so scroll

down the page to see more. Once you have all the fields required press to continue.
In the example below, I have selected the Order Number, Order Date, Patients full name

and the Supplier name.

Fieldname

Sales UAT
Discount
ospital Ho

DESCRIPT

pin:
linician
0:
Supplier Code
ons_ref
urchaser
urchaser:

A comma separated variable file will be created in your personal directory.

The file name will use a counter so that the first time this is done the file will be

urch Inuv Date:

Type

Counter
Alpha
Alpha
Alpha
Date
Alpha

Alpha
Date
Date
Date
Alpha
Alpha
Humeric
Alpha

Alpha
Humeric
Alpha
Alpha
Date
Alpha
Humeric
Inverted
Alpha
Humeric
Humeric
Alpha

o 00 == 00 00 00 00 X

1

Filename
applianc
patients
purchase
applianc
applianc
applianc
applianc
applianc
applianc
applianc
applianc
purchase
purchase
applianc

oprice
oprice
item

item

applianc
applianc
applianc
orthists
applianc
applianc
applianc
purchase

Ho
Ho
Ho
Ho
Ho
Ho

Ho
Ho
Ho
Ho
Ho
Ho
Ho
Ho

Ho
Ho
Ho
Ho
Ho
Ho
Ho
Ho
Ho
Ho
Ho

saved as opas001.csv and then opas002.csv and so on. This can now be opened

in Lotus123 or MS Excel.
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n I B I C | D | E F
1 |G00363 #5/06/2002 MR FRED BLOGGS Gilber & Mellish Ltd
2 |GO0036R JRf0Rf200 5 ADLER Jane Saunders & Manning Lid
3 |G00364 3062002 O, HaAMNLE™ Jane Saunders & Manning Lid
4 500370 120072002 MR MARTIN CRAVERMN Jane Saunders & Manning Ltd
5 |G003649 124072002 H.J CARME Jane Saunders & Manning Lid
6 |S00377 25072002 MR FEED BLOGGS Ortho CFahk
7 |G00375 117/09/2002 ME EELWIM BLOGGS Jane Saunders & kManning Ltd

Note: The next time you select the Ad hOC report the following prompt will appear.

Use previous selection criteria?

ﬂ

This is to save having to enter all the search criteria again if you want to run exactly the
same report again, or perhaps the same report with a different date range.

24.  Financial Reports (Batches)

Batch reports are report templates that are designed to be quick and easy to run. There are
currently 27 different batch reports for orders alone, so we do not expect you to remember
what they all do. If you are in any doubt as to which report will produce the information
required, please contact the OPAS Helpdesk for guidance. The layout of all batch reports
can be edited to suit your requirements.
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25. Financial report — Activity

The Activity report will show the number and value of orders for a specific period. The
information can be analysed by Referrer or GP.

Menu: Reports — Financial — Batches — Activity or

Menu: History — Reports — Batches — Activity

Activity
frsEiesen o

Referrer

S tart Date

. select the Purchaser required from the pop-up list. Alternatively press @ to
make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected.

. select the Referrer required from the pop-up list. Alternatively press @ to
make the pop-up list disappear without making a selection. Leaving the
Referrer field empty will result in all referrers being selected.

o select the GP required from the pop-up list. Alternatively press @I to make
the pop-up list disappear without making a selection. Leaving the GP field
empty will result in all GPs being selected.

. select In-patients, Out-patients or Both. Press the space bar to move the
highlight onto the required option.

o enter the Start date of the required date range in the format DD MM YYYY.

o enter the End date of the required date range in the format DD MM YYYY.
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o select which date field (on the order) the date range above should be Using.
Press the space bar to move the highlight onto the required option.

finalyse activity of: Select whether the data is to
—— be analysed by Referrers or
EReferrE rs GP= GPs

Once the data has been found

Print 5 records you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

Printer File

Screen

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. E‘SI will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-
select Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Printer

The report will be sent to the printer. You will then have the option to re-select Screen,
Printer or File. Make another selection or press @ again to return to the menu.

Below is an example of the AcCtivity report, selecting Referrer.
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HHS TRUST
Con=sultant Activity : All patients 28102003
01-01~-2000 - 21-12-2003

Directorate Con=sultant epizodes Co=t
FPaediatrics 4 N Other 1 352 50 352 50
Traumna & Orthopaedic A N Other 1 338 94 338 .94
Hr Surgeon 11 1476 25 134 .20
Directorate Total 12 1815 19

The report layout (bat_act.dfr) can be altered to your requirements. Please contact the
OPAS helpdesk.

File
A comma separated variable file will be created called bat_act.csv. This will be saved in

your personal directory within OPAS. This can now be exported into Lotus123 or MS
Excel.

M File created

Ll
- | } ASCIT bext file g:\opasilindaibat_act.csv was successfully created

26. Financial report — Clinician

The Clinician report gives detail of expenditure by Clinician. The report can be analysed
by Orthosis Code or Directorate.

Menu: Reports — Financial — Batches — Clinician or

Menu: History — Reports — Batches - Clinician
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Clinicians

Start Date

. select the Purchaser required from the pop-up list. Alternatively press @ to
make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected.

. select the Venue required from the pop-up list. Alternatively press @ to
make the pop-up list disappear without making a selection. Leaving the
Venue field empty will result in all venues being selected.

J select the Clinician required from the pop-up list. Alternatively press @ to
make the pop-up list disappear without making a selection. Leaving the

Clinician field empty will result in all clinicians being selected

o select Orthosis_code or Directorate depending on how you want to analyse
the data. Press the space bar to move between the options

. enter the Start date of the required date range in the format DD MM YYYY.
o enter the End date of the required date range in the format DD MM YYYY.

J select which date field (on the order) the date range above should be Using.
Press the space bar to move the highlight onto the required option.

Print 13 records You will be shown how many orders
— OPAS has found and ask if you want to
Detail Totals-only ‘ see the information in Detail i.e. a line

for each order or just Totals-only
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Print 13 records

Once the data has been found
you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

EScreen Printer File

Screen

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. E‘SI will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press \El to abandon looking at the report on screen. You will then have the option to re-
select Screen or Printer. Make another selection or press @ again to return to the
menu.

Printer

The report will be sent to the printer. You will then have the option to re-select Screen or
Printer. Make another selection or press @ again to return to the menu.

Below is an example of the Clinician report selecting Orthosis_code and Detail.

MNewr Lser NHB Trust
thoti st spend by Cost Code
o1/ 01/2000-217 127 20032
rthoti st Orthosi s Code rder MNo MNet : (Foss:
2 111111 0402 1 288 .46 338 .94
00403 269 18 316 .29
00297 55 20 64 0BG
BRnGE 0.00 .00
0257 22 .00 25 .05
5
63 .8 745 94
999999 00373 295 21 246 o7

The report layouts (bat_ortc.dfr and bat_ortd.dfr) can be altered to your requirements.
Please contact the OPAS helpdesk.
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File

A comma separated variable file will be created called
bat_ortc.csv if Orthosis_code is selected
bat_ortd.csv if Directorate is selected

This will be saved in your personal directory within OPAS. This can now be exported into
Lotus123 or MS Excel.

M File created

Ll
\14) A3CII text file q:Yopastlindatbat_orkc.csv was successfully created

27. Financial report - Clinics

The Clinics report will breakdown the expenditure by the Clinic (Venue) field on the
orders.

Menu: Reports - Financial — Batches - Clinics or

Menu: History — Reports — Batches — Clinic

Reforror

Start Date
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o select the Purchaser required from the pop-up list. Alternatively press @ to
make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected.

o select the Venue required from the pop-up list. Alternatively press @ to
make the pop-up list disappear without making a selection. Leaving the
Venue field empty will result in all venues being selected.

. select the Referrer required from the pop-up list. Alternatively press \Ecl to
make the pop-up list disappear without making a selection. Leaving the
Referrer field empty will result in all referrers being selected

. enter the Start date of the required date range in the format DD MM YYYY.

o enter the End date of the required date range in the format DD MM YYYY.

o select which date field (on the order) the date range above should be Using.
Press the space bar to move the highlight onto the required option.

Print 19 pecords You will be shown how many orders

____________________________ OPAS has found and ask if you want to
Detail Totals-only ‘ see the information in Detail i.e. a line
: for each order or just Totals-only

Print 19 records

Once the data has been found
you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

éScreen Printer File

Screen

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. @ will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-

select Screen, Printer or File. Make another selection or press @ again to return to the
menu.
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Printer

The report will be sent to the printer. You will then have the option to re-select Screen,
Printer or File. Make another selection or press @ again to return to the menu.

Below is an example of the Clinics report.

ey User MNHS Trust
Monthly Report To FRurchaser : W Surgeon Tradma & Orthopaedic
01 Q1 2000 to 2151272003

dinic: Code Hosp Mo Fat i ent MName (&ross
Appliance Departrent  S99959959 E2350874 AV OLNG 1< 38
HyZgad Ch202344 O FREAKE 2389 . 37

j=i==l=]als] GA355370 O EYFE G 51

ABT 23 ABCZ1234 M SsS T EVES 328 .29

j=i=]=lelsls] 01232185 J Hakd LT 217

ABT23 G03258425 H CARE 253 . 84

AEC 23 TEWPDO00010 MR B CRASET 253 84

jsi=]=l=]=]s] TCRS00] MSsS T 99 TH 5. 87

ABT 23 0230753 R EEMET g . 08

111111 123 50ERT Y R BLOEES 25 .85

ABT23 TPoo0013 A HARTI GAk 9.72

ABT23 123 50ERT Y R BLOEES 0.00

Tot al 1,823 12

Count 12
Total for Consul tant 1,823 .12
Count 12

The report layout (bat_clin.dfr) can be altered to your requirements. Please contact the

OPAS helpdesk.

File

A comma separated variable file will be created called bat_clin.csv. This will be saved in
your personal directory within OPAS. This can now be exported into Lotus123 or MS

Excel.

M File created

1 } B3I text File g:\opasilindaibat_clin.csy was successfully created
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28. Financial report — Cost Code

The Costcode report will breakdown the expenditure on orders by the Orthosis Code.
This report also gives you the ability to interrogate expenditure on Orthosis Codes by
Referrer, Directorate, Purchaser or Supplier, showing the count (number of orders), Net
(value excluding VAT), Gross (value including VAT) or Sell (value sold on to 31 party).

Menu: Reports - Financial — Batches — Cost Code or

Menu: History — Reports — Batches — Cost Code

Cost Codes
Purchaserfl, |
Orthosis Code:

Start Date

Reconciliation

o select the Purchaser required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

o select the Orthosis Code required from the pop-up list. Alternatively press
@ to make the pop-up list disappear without making a selection. Leaving
the Orthosis Code field empty will result in all orthosis codes being selected

o enter the Start date of the required date range in the format DD MM YYYY.

o enter the End date of the required date range in the format DD MM YYYY.

. select which date field (on the order) the date range above should be Using.
Press the space bar to move the highlight onto the required option.

. select No to print the standard Costcode report that shows orders raised by
Orthosis Code.
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. You will be shown how many orders
Print 19 records

OPAS has found and ask if you want to
see the information in Detail i.e. a line
for each order or just Totals-only

EDetail Totals-only ‘

Print 19 records

Once the data has been found
you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

EScreen Printer File

Screen

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. E‘SI will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-

select Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Printer

The report will be sent to the printer. You will then have the option to re-select Screen,
Printer or File. Make another selection or press @I again to return to the menu.
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Below is an example of the Cost Code report with No reconciliation

Mewy User MHS Trust
Arount Soent by Cost Gode (NHS TRJST)
G101 2000 to 3171202003

Cost Code et & oss Sel |

111111 22 .00 25.85 0.00

288 .45 335 .84 330.47

Tatal for code Sum 310 .45 264 .74 330.47

111111 A 155 .23 182 .40 165, 24
Count 2

j=i=ls]s]sls] 1.85 2.7 0.00

54 .40 G4 .51 0.00

12 .24 14 .38 14.02

Total faor caode aam 55 .89 81 .08 14 .02

499999 A 23 .00 27 .02 4 67
Count 3

The report layout (costcode.dfr) can be altered to your requirements. Please contact the
OPAS helpdesk.

File
A comma separated variable file will be created called costcode.csv. This will be saved

in your personal directory within OPAS. This can now be exported into Lotus123 or MS
Excel.

M File created

Ll
\lj) ASCIT kext File gi\opasilindalcostcode, csv was successfully created

If Count, Net, Gross or Sell are selected a spreadsheet will be produced.

Select Count if you want to know how many orders were raised. If you select
Count you then have to choose whether you want the breakdown by Referrer,
Directorate, Purchaser or Supplier.

Select Net if you want to know the value of the orders excluding VAT. If you
select Net you then have to choose whether you want the breakdown by
Referrer, Directorate, Purchaser or Supplier.
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Select Gross if you want to know the value of the orders including VAT. If
you select Gross you then have to choose whether you want the breakdown by
Referrer, Directorate, Purchaser or Supplier.

Select Sell if you want to know the value the goods were sold on for. If you
select Sell you then have to choose whether you want the breakdown by
Referrer, Directorate, Purchaser or Supplier.

Below is an example of a spreadsheet produced by selecting Net and
Directorate.

1 2 3 4 3 6
Cost-code reconciliation
ALL PURCHASERS by Supplier
B1/01/26088 - B6/087/2088

Count

111111 999999 ABC123 XYZg9d Totals
Jane Saunders & Mann 1.8a8 1.648 2.688
Poacocks Medical Gro 4.88 1.8d 2.688 2.08 9.48
RSL Steeper 1.88 1.88
STOCK 1.8a8 1.88
Totals 7.688 1.88 2.68 3.68 13.688

(TURN Ul ]

You will then be asked if you wish to save the spreadsheet.

Il SAVE?

Save this spreadsheet?

=]

If you select Yes, you need to enter a filename at the bottom of the screen.
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¥

27
28
29

3
4

This will then be saved with that name within your personal directory of
OPAS.

- | } The spreadsheet was saved successfully as 'q:\opasilindalapril. csy'

29. Financial report - Creditors

The Creditors report is particularly useful for your Finance department, as it shows
those orders where an invoice has not yet been received. This will give them an indication
of how much has been committed and is still to pay for. The report initially shows all
orders where there has not yet been an invoice, but we can change this report to show only
those orders where there has not yet been an invoice but the goods have been received.

Menu: Reports — Financial — Batches — Creditors  or

Menu: History — Reports — Batches - Creditors

Credi tors
Purchaserll |

Supplier

Start Date
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o select the Purchaser required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

J select the Supplier required from the pop-up list. Alternatively press @ to
make the pop-up list disappear without making a selection. Leaving the
Supplier field empty will result in all suppliers being selected

. enter the Start date of the required date range in the format DD MM YYYY.

o enter the End date of the required date range in the format DD MM YYYY.

Print 5 records You will be shown how. many orders
............................. OPAS has found and ask if you want to
Detail Totals-only ‘ see the information in Detail i.e. a line

for each order or just Totals-only

Once the data has been found

Print 5 records you have the option to see the
P — report on screen, to be printed
Screen P or sent to a file for exporting

into Lotus 123 or MS Excel

File

Screen

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. E‘SI will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-

select Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Printer

The report will be sent to the printer. You will then have the option to re-select Screen,
Printer or File. Make another selection or press @ again to return to the menu.
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Below is an example of the Creditors report.

GO0376 16/09 /2002 ef01/2008 g/01/ 2001 EL)ZLBETH BE0TCHRER .97
GO03T6/R1 2BS04/2003 EELY)N BLOGGS 0.00
GO03T6/R2 nefor/a003 EELYIR BLOGGS 0.0
GO0376/RY 0440972009 EELY)N BLOGGS 0.00
Tols) Jor Bodlon Bros. {Sure. Shoemokers) LUd .97
Caunl |

1204867090 14/10/2009 KELYIR BLOGGS 100,80
9AY6H6769 141072009 EELY)R BLOGGS J00.80
GO03AY 11/10/2001 15 /0672002 FRED BLOGGH 100,286
GO00396 2BS04/2003 TEE EYES 122,04
Talol Jor Bado Heodlheore LLd 1,026.00

The report layout (bat_cr.dfr) can be altered to your requirements. Please contact the
OPAS helpdesk.

File

A comma separated variable file will be created called bat_cr.csv. This will be saved in
your personal directory within OPAS. This can now be exported into Lotus123 or MS
Excel.

M File created

. | } A3CII text file q:\opasilindaibat_cr.csv was successfully created

30. Financial report - Debtors

The Debtor report lists those orders that have had a supplier invoice but have not yet
been re-invoiced to the Purchaser (where the Purchaser is set as external for re-charging

purposes).
Menu: Reports — Financial — Batches — Debtors or

Menu: History — Reports — Batches — Debtors
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Debtors

Start Date

o select the Purchaser required from the pop-up list. If you select a Purchaser
that is not an external purchaser the following message will appear. Press the
key to bring the pop-up list back and make another selection.
Alternatively press @ to make the pop-up list disappear without making a
selection. Leaving the Purchaser field empty will result in all external
purchasers being selected.

ot available for *Internal’ Purchasers

o enter the Start date of the required date range in the format DD MM YYYY

o enter the End date of the required date range in the format DD MM YYYY

Print 5 pecords You will be shown how‘ many orders
_____________________________ OPAS has found and ask if you want to
Detail Totals-only ‘ see the information in Detail i.e. a line

for each order or just Totals-only

Print 5 records you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

Screen Printer File

Screen
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If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. E‘SI will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-

select Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Printer

The report will be sent to the printer. You will then have the option to re-select Screen,
Printer or File. Make another selection or press @ again to return to the menu.

Below is an example of the Debtors report.

Debtors Report for GP Fundholder
Supplier invoiced between 01012000
and 31-12-2003 not vet re—-invoiced

Order Ho Date of Order Hame Cost
234323er 14-10-2003 ME KELYIN BLOGGS EE 44
GO00393 28042003 ALF HARTIGAHN 288 .27
GO00403-R1 04.-09-2003 MISS TESSA SMITH 288 4%

Grand Total 632 .17

The report layout (bat_dr.dfr) can be altered to your requirements. Please contact the
OPAS helpdesk.

File
A comma separated variable file will be created called bat_dr.csv. This will be saved in

your personal directory within OPAS. This can now be exported into Lotus123 or MS
Excel.

M File created

Ll
\l’) A3CII bext file g:\opasilindaibat_dr.csv was successfully created
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31. Financial report — Directorate

The Directorate report will breakdown the expenditure on orders by Directorate.

Menu: Reports — Financial — Batches - Directorate or

Menu: History — Reports — Batches - Directorate

Directorate
Purchaserll |

Directorate:

Start Date

o select the Purchaser required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected.

o select the Direectorate required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Directorate field empty will result in all directorates being selected.

. enter the Start date of the required date range in the format DD MM YYYY.

J enter the End date of the required date range in the format DD MM YYYY.

. select which date field (on the order) the date range above should be Using.
Press the space bar to move the highlight onto the required option.

. You will be shown how many orders
Print 19 records

OPAS has found and ask if you want to
see the information in Detall i.e. a line
for each order or just Totals-only

Detail Totals-only
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Print 19 records

Ecreen Printer

File

Screen

Once the data has been found
you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

If the report is sent to the screen, you will initially be shown the first page of the report.

Press the key to move to the next page. E‘SI will go back a page.

If the report is too small to read, press the key to magnify. will make the text

smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-
select Screen, Printer or File. Make another selection or press @ again to return to the

menu.

Printer

The report will be sent to the printer. You will then have the option to re-select Screen,
Printer or File. Make another selection or press @ again to return to the menu.

Below is an example of the Directorate report.

Hew User HHS Trust
Gro== Amount Spent by Directorate
01-01~-2001 to 31~-10-2003

Speccods Dirsectorate IF oF Tota 1l
FAED Fasdiatrics 252 .50 252 .50
Total 252 .50 252 .50
12345678 Trauma & Orthopaedic 239 .37 239 .37
64 51 64 51
a3z .29 az28 . 29
2 .17 2 .17
14 .22 14 322
2632 .94 263 .94
2632 .94 263 .94
64 03 64 03
264 25 264 325
25 .85 25 .85
228 .94 238 .94
Total 2 17 2.067 65 2.069 832

The report layout (direct.dfr) can be altered to your requirements

OPAS helpdesk.

. Please contact the
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File
A comma separated variable file will be created called direct.csv. This will be saved in

your personal directory within OPAS. This can now be exported into Lotus123 or MS
Excel.

M File created

Ll
\]\_‘) ASCII bext file g:\opas\lindatdirect. csv was successFully created

32. Financial report — Emailed

This report is will provide a breakdown of orders that have been sent to the supplier via
email.

Menu: Reports — Financial — Batches — Emailed or

Menu: History — Reports — Batches — Emailed

Emailed Orders
Furchaser:jj |
fupplien

Start Date

. select the Purchaser required from the pop-up list. Alternatively press \El
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected
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o select the Supplier required from the pop-up list. The list of suppliers will
show only those that are set up for emailing. Alternatively press @o make
the pop-up list disappear without making a selection. Leaving the Supplier
field empty will result in all email suppliers being selected

J enter the Start date of the required date range in the format DD MM YYYY
o enter the End date of the required date range in the format DD MM YYYY

. select which date field (on the order) the date range above should be Using. Press
the space bar to move the highlight onto the required option.

. You will be shown how many orders
Print 19 records

OPAS has found and ask if you want to
Detaul """ Totals-only ‘ see the informatign in Detail i.e. a line
= for each order or just Totals-only

Print 19 records

Once the data has been found
you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

EScreen Printer File

Screen

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. E‘SI will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-

select Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Printer

The report will be sent to the printer. You will then have the option to re-select Screen,
Printer or File. Make another selection or press @ again to return to the menu.
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Below is an example of the Emailed report.

Emai | ed Orders
Ordered 01/01/ 2007 - 10/06G/2008
All Purchasers - All Suppliers
Supplier Order Mo Date of Order Orth CodeReceived Cost
Peacocks Medical Group Ltd PAOOOD4 07/ 067 2007 111111 0.00
WG5S 0g8r105 2007 111111 150.00
Tot al 150.00
Caount 2
Jane Saunders & Manning Ltd MAOODO3 05/ 065 2007 ABC123 02/ 06/ 2008 0.00

The report layout (emailed.dfr) can be altered to your requirements. Please contact the

OPAS helpdesk.

File

A comma separated variable file will be created called emailed.csv. This will be saved in
your personal directory within OPAS. This can now be exported into Lotus123 or MS

Excel.

M File created

Ll
- | } A3CIT text file g:\opasilindalemailed. csv was successfully created

33. Financial report - GPs

The GPS report will analyse the expenditure on orders by the patients GP.

Menu: Reports - Financial — Batches — GPs or

Menu: History — Reports — Batches - GPs
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—GP Report

Practice:

sing:

o select the Purchaser required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected.

. select the PCT required from the pop-up list. Alternatively press @ to make
the pop-up list disappear without making a selection. Leaving the PCT field
empty will result in all PCTs being selected.

. select the Practice required from the pop-up list. Alternatively press @ to
make the pop-up list disappear without making a selection. Leaving the
Practice field empty will result in all practices being selected.

. select the GP required from the pop-up list. Alternatively press @l to make
the pop-up list disappear without making a selection. Leaving the GP field
empty will result in all GPs being selected.

o enter the Start date of the required date range in the format DD MM YYYY

o enter the End date of the required date range in the format DD MM YYYY

o select which date field (on the order) the date range above should be Using. Press
the space bar to move the highlight onto the required option.

. You will be shown how many orders
Print 19 records

OPAS has found and ask if you want to
Detaul """ Totals-only ‘ see the informatiQn in Detail i.e. a line
f for each order or just Totals-only
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Print 19 records

Once the data has been found
you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

EScreen Printer File

Screen

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. E‘SI will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-
select Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Printer

The report will be sent to the printer. You will then have the option to re-select Screen,
Printer or File. Make another selection or press @ again to return to the menu.

Below is an example of the GP report.

Maw Usar NS Trust
&P Fractice Soend - Al Furchasers
01401/ 2001-31/ 10/ 2003

Cate of Crder Crder Mo Sur narre Coct ar Foss:
28 04/ 2003 00395 B oM ANCEREON M5 170.67
Tatal for: LBEWNER B.D ME CAL FRAC. 170.67

Count 1
28/ 04/ 2003 200397 FERC WAL FLASNRRN PA G4 .86
Total for: LJTTERAIRTH HEALTH (BNTRE 54 .86

Count 1

The report layout (bat_gp.dfr) can be altered to your requirements. Please contact the
OPAS helpdesk.
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File

A comma separated variable file will be created called bat_gp.csv. This will be saved in
your personal directory within OPAS. This can now be exported into Lotus123 or MS

Excel.

M File created

L.l
\*lq) ASCI bext file g:\opasilindaibat_gp.csy was successfully created

34. Financial report — Graphs

The Graphs report will analyse the expenditure on orders and display the information in
graph form. The information can be analysed by Orthosis Codes or Directorate.

Menu: Reports - Financial — Batches — Graphs or

Menu: History — Reports — Batches — Graphs

o select the Purchaser required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected
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o select Current year or Previous year. This covers a financial year i.e. 1 April
to 31 March. Use the space bar to move between options

° select which date field (on the order) the date range above should be Using. Press
the space bar to move the highlight onto the required option.

o select what the data is to be analysed by i.e. on Orthosis_codes or
Directorates. Use the space bar to move between options

. select Type M
select Type Q

select Type 1

select Type 2

select Type 3

select Type 4

to see the full year broken down by month
to see the full year broken down by quarters

to see the first quarter (1 April — 30 June) broken down by
month

to see the second quarter (1 July — 30 September) broken
down by month

to see the third quarter (1 October — 31 December) broken
down by month

to see the fourth quarter (1 January — 31 March) broken down
by month

Below is an example produced by selecting Previous year, Directorate and Type Q

700.00 —
600.00 ]
500.00 -
400.00
300.00
200.00
100.00

0.00

Directorates

Produce Hardeopy?

Il Trauma & Orthopaedic
PCG

ez

Apr-Jun

Jul-Sep Oct-Dec Jan-Mar

ALL PURCHASERS B1/B84/2881 - 31/083/2082

The graph will appear on the screen, but you have the option to print a hardcopy.
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35. Financial report - Invoices

The Invoices report shows details of orders where the supplier invoices have been
received.

Menu: Reports — Financial — Batches - Invoices or
Menu: History — Reports — Batches - Invoices

Batch Invoices

Start Date

. select the Purchaser required from the pop-up list. Alternatively press \El
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

. enter the Start date of the required date range in the format DD MM YYYY

o enter the End date of the required date range in the format DD MM YYYY

Note: The date range here is looking at the supplier’s invoice date and not the date the
order was raised.

. You will be shown how many orders
Print 19 records

OPAS has found and ask if you want to
Detaul """ Totals-only ‘ see the informatism in Detail i.e. a line
f for each order or just Totals-only

Print 19 records

Once the data has been found
you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

éScreen Printer File
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Screen

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. E‘SI will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-

select Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Printer

The report will be sent to the printer. You will then have the option to re-select Screen,
Printer or File. Make another selection or press @ again to return to the menu.

Below is an example of the Invoice report.

Hew U=s=er HHS Tru=st
Purcha=e Invoice=s for Payment HHS TRUST)
01-,01-2000 to 31-10-.2003

Order Ho Surname Date Cost H=p Crd Ho
GO00359 ERCOWH 19-06-2003 352 50
G00403-R1 SH ITH 30-09-2003 338 .94

Grand Total E91 44

The report layout (bat_inv.dfr) can be altered to your requirements. Please contact the
OPAS helpdesk.

File
A comma separated variable file will be created called bat_inv.csv. This will be saved in

your personal directory within OPAS. This can now be exported into Lotus123 or MS
Excel.

M File created

L3
\l‘) ASCII text File q:\opastindalbat_inw.csy was successfully created
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36. Financial report - Orders

The Orders report shows details of orders raised over a specific period.

Menu: Reports — Financial — Batches — Orders or

Menu: History — Reports — Batches — Orders

Orders

Start Date

o select the Purchaser required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

. enter the Start date of the required date range in the format DD MM YYYY

o enter the End date of the required date range in the format DD MM YYYY

. select No for the standard order report

§netai1

Print 5 records

Totals-only ‘

You will be shown how many orders
OPAS has found and ask if you want to
see the information in Detail i.e. a line
for each order or just Totals-only

Screen

Printer

File

Once the data has been found

Print 3 records

you have the option to see the
report on screen, to be printed
or sent to a file for exporting

into Lotus 123 or MS Excel
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Screen

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. E‘SI will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-

select Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Printer

The report will be sent to the printer. You will then have the option to re-select Screen,
Printer or File. Make another selection or press @ again to return to the menu.

Below is an example of the Orders report.

Mew User MHS Trust
Crders raised by Trauma & Crthopaedic
04/01/2000 to 31/12/2002

Crder Date Crder Mo Supplier Description Spec code Consul tant Received  Sup lmv Mo Inv Date Paydate Gross
11407/2001 1234567  Medi stox Ltd COLLAR 12346878 M Sur geon 20008/ 2001 3401011 12/07/2001  27/04/2003 2.7
28/ 05/2001 S00351 Halo Heal theare Ltd  Boots 12345878 M Sur geon 104 05/ 2002 55442 15/04/200%  27/04/2003 238 .37
31/10/2001 GO0357  Halo Healtheare Ltd  Shoes 12345878 M Sur geon 05/ 06/ 2002 103 .26
2840672002 G00357  Jane Saunders & Mann  Col | ar 12345878 M Sur geon 014 08/ 2002 14 .59
27/06/2002 G00368  Jane Saunders & Mann  Shoes 12345878 M Sur geon 09/ 10/ 2002 94 .59
12/07/2002 GOOGY  Jane Saunders & Mann  Shoes 12346878 M Sur geon 23/07/2002 S5756544  06/02/2008 27/04/2008 363 .04
14408/ 2002 GO0373  Peacocks Medi cal Gro  HMEE BRACE 12345878 M Sur geon 15408/ 2002 01016 09/10/2002  27/04/2003 346 .87
11409/ 2002 G00375  Jane Saunders & Mann  Shoe 12345878 M Sur geon 08/ 10/ 2002 142 42
12006/ 2001 W 234 Halo Healtheare Ltd  SHCES 12345678 M

Sur geon 1040672002 01010 127 08/ 2001 21/ 03/2002 2zg .20
Total for Mr Surgeon 1,625 .60

Count 9

The report layout (orders.dfr) can be altered to your requirements. Please contact the
OPAS helpdesk.

File
A comma separated variable file will be created called orders.csv. This will be saved in

your personal directory within OPAS. This can now be exported into Lotus123 or MS
Excel.

M File created

Ll
\l}) ASCII text File q:\opastiindalorders, csv was successfully created
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If Count, Net, Gross or Sell are selected, a spreadsheet will be produced analysing the
orders by the age of the patient.

Select Count if you want to know how many orders were raised.

Select Net if you want to know the value of the orders excluding VAT.
Select Gross if you want to know the value of the orders including VAT.
Select Sell if you want to know the value the goods were sold on for.

Below is an example of a spreadsheet produced by selecting Net.

1 2 3 4 3 6 ? 8
Age Analysis

a1/81/2888 - B6/87/2088

Count

8-5 6-16 17-38 31-58 51-63 66+ Totals
1 3.80 2.808 3.88 8.88
2 1.88 1.88
4 a.88
5 1.88 1.688
Totals 3.808 3.88 4.88 18.88

[TERN I ]

You will be asked if you wish to print the spreadsheet.

Prink this analysis spreadsheet?

You will then be asked if you wish to save the spreadsheet.

Save this spreadshest?

Yes | Mo |

If you select Yes, you need to enter a filename at the bottom of the screen.
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LT

27
28
29

38
4

This will then be saved with that name within your personal directory of
OPAS.

I SAVED

\]J) The spreadsheet was saved successfully as 'giopastlindaljunedd. csy'

37. Financial report — Payments

This report will show those orders that have been passed for payment between the selected
dates

Menu: Reports — Financial — Batches — Payments or

Menu: History — Reports — Batches — Payments

Payments

Start Date

Orthotic Patient Administration System Version 7 © Wynnlodge Ltd



Section 11 Page 92

Reports

o select the Purchaser required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

. enter the Start date of the required date range in the format DD MM YYYY

J enter the End date of the required date range in the format DD MM YYYY

§netai1

Print 19 records

Totals-only ‘

You will be shown how many orders
OPAS has found and ask if you want to
see the information in Detail i.e. a line
for each order or just Totals-only

Screen

Print 19 records

Printer File

Once the data has been found
you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

Screen

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. E‘SI will go back a page.

If the report is too small to read, press the key to magnify. will make the text

smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-
select Screen, Printer or File. Make another selection or press @ again to return to the

menu.

Printer

The report will be sent to the printer. You will then have the option to re-select Screen,
Printer or File. Make another selection or press @ again to return to the menu.

Below is and example of the Payments report.

© Wynnlodge Ltd
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MNewy User MHS Trust
| nvoi ces Passed for Payment
017 07 2000 to 23401072003
Py dat = Cate of Crder Crder MoSup Iny MNolnvoice Cate Met & Oss
20 032003 120 050 2001 Wil 23 01010 135 085 2001 2759 325 228 .28
2704 2003 28 057 2001 00351 55442 150 Q45 2003 203.72 239.37
Tatal for Halo Healthcare Ltd 48311 557 .58
2704 2003 280 055 2001 E00350 0 11211 O O 2003 12,24 14 .38
Total faor Twoco Healthcare (L) Ltd 12,24 14 .35

The report layout (bat_pay.dfr) can be altered to your requirements. Please contact the
OPAS helpdesk.

File

A comma separated variable file will be created called bat_pay.csv. This will be saved in

your personal directory within OPAS. This can now be exported into Lotus123 or MS
Excel.

M File created

L3
1 } A3CII text file q:Yopasilindaibat_paw.csv was successfully created

38. Financial report — Profit

This report is used to show the profit (if any) on those orders where the Purchaser is being
re-charged for the appliance and/or service.

Menu: Reports — Financial — Batches — Profit or

Menu: Orders — Reports — Batches — Profit
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Profit Reports

Start Date

. select the Purchaser required from the pop-up list. Alternatively press \El
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

J enter the Start date of the required date range in the format DD MM YYYY

o enter the End date of the required date range in the format DD MM YYYY

Print 16 records

Totals-only ‘

Screen

Printer

File

Screen

You will be shown how many orders
OPAS has found and ask if you want to
see the information in Detail i.e. a line
for each order or just Totals-only

Once the data has been found
you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. @ will go back a page.
If the report is too small to read, press the key to magnify. will make the text

smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-
select Screen or Printer. Make another selection or press @ again to return to the

menu.

© Wynnlodge Ltd
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Printer

The report will be sent to the printer. You will then have the option to re-select Screen or
Printer. Make another selection or press @ again to return to the menu.

Below is an example of the Profit report.

MNewe User MHS Trust
FProfit repaort for A N OTHER
G/ 010 2001 to 3151072003

Fur chase Firchase Sal es Sal es

Crder Mo Tot al WAT Tot al AT Fofit
00350 14 .35 2.14 14 .02 2.45 1.29
00365 253 .84 54 .20 350 5 52 .10 32 .55
00373 25 587 51 .88 355 .12 52 .14 48495
00383 14 G5 2.18 14 .58 2.a7 1.73
Wil 23 2328 29 458 .80 230.78 57 .88 4438

Total s 1088 .17 155 . 05 10658 .45 187 .14 126 .84

The report layout (profit.dfr) can be altered to your requirements. Please contact the OPAS
helpdesk.

File
A comma separated variable file will be created called profit.csv. This will be saved in

your personal directory within OPAS. This can now be exported into Lotus123 or MS
Excel.

M File created

L]
1 } A5CII bext File giopasilindalprofit.csv was successfully created

39. Financial report — Progress

This report has two uses. It can either provide the information needed to chase suppliers
that have not delivered goods by the expected supply date, or it can be used to find those
orders with a specific action e.g. returned or supplied.
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Menu: Reports — Financial — Batches — Progress or
Menu: Orders — Reports — Batches - Progress

Order Progress

peless [ ]
EECRIE

Start Date

o select the Purchaser required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

o select the Supplier required from the pop-up list. Alternatively press Ecl to
make the pop-up list disappear without making a selection. Leaving the
Supplier field empty will result in all suppliers being selected

. Action: Leave this field blank if you want to find orders that have not been
received.

Alternatively, this field can be used to find orders Ordered, Booked In,
Returned or Supplied within the date range specified. To do this, type the
appropriate letter into the Action: field (O, I, R or S)

. enter the Start date of the required date range in the format DD MM YYYY
o enter the End date of the required date range in the format DD MM YYYY

Note: If the Action is left blank the date range here is looking at the expected supply date
and not the date the order was raised. This means that you can actually be proactive and
put a date in the future in the End date so that orders that were due to be delivered by the
end of the week and are not in yet will show on the report.

Print & records

Once the data has been found
you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

éScreen Printer File
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Screen

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. E‘SI will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-

select Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Printer

The report will be sent to the printer. You will then have the option to re-select Screen,
Printer or File. Make another selection or press @ again to return to the menu.

Below is an example of the Progress report leaving the Action: field blank.

Mewy User MHS Trust
Bt ch Frogress Report
01/ 01/ 2000 - 3110/ 2003

Sppl i er Pat i ent CFder Mo Fth Code Order date Req. By Expect ed
Bol ton Bos. (Surg. Shoemskers) Ltd HIER E<T00394 ABC23 28/ 04/ 2003 26/ 08/ 2003 ..
Hal o Heal theare Ltd HARTT GAR 00383 ABC123 28/ 04/ 2002 26/ 05 2003 ..
Tyco Heal theare (LK) Ltd B.OMD 00388 FrZss0 28/ 04/ 2002 O&F O&/ 2005 ..
G lbert & Mellish Ltd [SRECES 00363 AR5 25/ 06/ 2002 23/ 07/ 2002
JIR Crthopaedi ¢ Servi ces BOE=E 00408 ABC123 03 09 2002 01/ 100 2005 ..
Iedi stox Ltd FERO WAL 00367 111111 265/ 04/ 2003 12 05/ 2003 ..
Peacocks Medical Group Ltd B O3 00389 ABC23 25/ 0/ 2003 23/ 05/ 2003
Peacocks Medical Group Ltd 3d TH 00380 ABCH23 25/ 04/ 2003 23/ 067 2003 ..
Peacocks Medical Group Ltd PARETTER 00409 ABC23 Odf 09 2003 16/ 107 2003 ..
Crtho C Fab [ERecE 00371 ABC123 25/ 07/ 2002 22/08/2002 ..
Rempl oy Heal theare B 05 CO0G6E RF2 999999 10f 06/ 2002 08/ 05/ 200G ..

VIREN 00391 ABC23 25/ 04/ 2003 23/ 05/ 2003

The report layout (bat_prog.dfr) can be altered to your requirements. Please contact the
OPAS helpdesk.

File

A comma separated variable file will be created called bat_prog.txt. This will be saved in
your personal directory within OPAS. This can now be exported into Lotus123 or MS
Excel.

M File created

Ll
\l) A3CIT text File g:hopasilindalbat_prog.csv was successfully created
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Below is an example of the Progress report selecting the Action: | (In).

R ogress Fepart Al Rurchasers
Crder s Received between
o1F 01 2008 - O&F 07/ 2008

Furchaser Cr der A Quppl i er Cescription
NHS TRIST PAD D016 Fen Hall Ltd Cast

NHS TRUST Pa0 00tE kKen Hall Ltd Cast

MNHS TRIST PAD D05 Hal o Healthcare Ltd  test

NHS TRIST PADDOY 2 Rel i ef Orthotics Lim Shoes

The report layout (bat_proa.dfr) can be altered to your requirements. Please contact the
OPAS helpdesk.

File

A comma separated variable file will be created called bat_proa.txt. This will be saved in
your personal directory within OPAS. This can now be exported into Lotus123 or MS
Excel.

B File created

L3
1 } ASCII text File q:Yopasiindalbat_proa,csv was successfully created

40. Financial report — Purchases

The Purchases report is a quick way of getting totals of expenditure, analysed by
Referrer, Directorate, GP, Orthosis Code or Supplier.

Menu: Reports — Financial — Batches — Purchases or

Menu: History — Reports — Batches — Purchases
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Purchases

Start Date

o select the Purchaser required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

. enter the Start date of the required date range in the format DD MM YYYY

o enter the End date of the required date range in the format DD MM YYYY

. select which date field (on the order) the date range above should be Using. Press
the space bar to move the highlight onto the required option.

o select what the data is to be analysed By: i.e. on Clinician, Referrer,
Directorate, GP, PCT, Orthosis_code, Purchaser, User or Supplier. Use

the space bar to move between options

Print 16 records

éﬂetail Totals-only ‘

Print 13 records

EScreen Printer File

You will be shown how many orders
OPAS has found and ask if you want to
see the information in Detail i.e. a line
for each order or just Totals-only

Once the data has been found
you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

Orthotic Patient Administration System Version 7
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Screen

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. E‘SI will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-

select Screen or Printer. Make another selection or press @ again to return to the
menu.

Printer

The report will be sent to the printer. You will then have the option to re-select Screen or
Printer. Make another selection or press @ again to return to the menu.

Below is an example report of the Purchaser report analysing by Directorate, and
selecting Totals-only.

MNew Lser MNHS Trust
Al P RIS
o1 O 2000-017 015 2001

i rect orat e Mo of Orders et - G oss:
/oS
rd
o53 47 1,002 76
PCT
z
25 .00 g9 3=
Sur gery
G
283 .50 3332 .11
Trauma & COrt hopaedi
29
5. 007  0G 5,083 32
Gand Total 44
6,220 .93 F.319 07

The report layout (bat_purd.dfr) can be altered to your requirements. Please contact the
OPAS helpdesk.
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File

A comma separated variable file will be created called

bat_purc.csv if clinician is selected
bat_puro.csv if orthosis code is selected
bat_purd.csv if directorate is selected
bat_purg.csv if GP is selected
bat_purt.csv if PCT is selected
bat_purp.csv if purchaser is selected
bat_purr.csv if referrer is selected
bat_purs.csv if supplier is selected
bat_puru.csv if user is selected

This will be saved in your personal directory within OPAS. This can now be exported into
Lotus123 or MS Excel.

M File created

Ll
- | ) A3CII text file q:Yopasilindaibat_purs,csy was successfully created

41. Financial report — Quarterly

The Quarterly report will analyse the expenditure on orders and display the information
in spreadsheet format. The information can be analysed by Orthosis Code or Directorate.

Menu: Reports - Financial — Batches — Quarterly  or

Menu: History — Reports — Batches — Quarterly
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Quarterly Analysis

Start Date

. select the Purchaser required from the pop-up list. Alternatively press \El
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

. select Current year or Previous year. This covers a financial year i.e. 1 April
to 31 March. Use the space bar to move between options

. select which date field (on the order) the date range above should be Using. Press
the space bar to move the highlight onto the required option.

o select what the data is to be analysed by i.e. on Orthosis_codes or
Directorate. Use the space bar to move between options

o select whether the value shown should be Net (excluding VAT), Gross
(including VAT) or Sell ( price sold on when re-charging)

. select Type M to see the full year broken down by month
select Type Q  to see the full year broken down by quarters

select Type 1 to see the first quarter (1 April — 30 June) broken down by
month

select Type2 to see the second quarter (1 July — 30 September) broken
down by month

select Type3 to see the third quarter (1 October — 31 December) broken
down by month

select Type 4  to see the fourth quarter (1 January — 31 March) broken down
by month
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Below is an example produced by selecting Current year, Directorate, Net and Type Q

1 2 3 4 3 6
Directorate analysis
All Purchasers
8178472088 - 31/83/28689

Het Cost
a1 Count Q2 Count a3
General 7 dq
PCT 3
Totals 18 q

Printed 6/7/2888 by LIHDA

D = &

You will be asked if you wish to print the spreadsheet.

I COSTCODE

Prink this quarterly analvsis spreadsheet?

If you select Yes, you need to enter a filename at the bottom of the screen.

27

28

29

38

|

ilename: _

This will then be saved with that name within your personal directory of
OPAS.

Il SAVED

" | ) The spreadsheet was saved successfully as 'g:lopasilindal2003gtr. csy'
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42. Financial report — Received

The Received report shows which orders have been received over a specific time
period.

Menu: Reports — Financial — Batches — Received or

Menu: History — Reports — Batches — Received

Received

Supplier

Start Date

. select the Purchaser required from the pop-up list. Alternatively press \El
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

. select the Supplier required from the pop-up list. Alternatively press \Ecl to
make the pop-up list disappear without making a selection. Leaving the
Suppplier field empty will result in all suppliers being selected

J enter the Start date of the required date range in the format DD MM YYYY

J enter the End date of the required date range in the format DD MM YYYY

Once the data has been found

Print 58 records you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

EScreen Printer File
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Screen

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. @ will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-
select Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Printer

The report will be sent to the printer. You will then have the option to re-select Screen,
Printer or File. Make another selection or press @ again to return to the menu.

Below is an example of the Received report.

Received | ters
01/ 08/ 2003 - 31/ 10F 2003

Craer Mo Srhedul e Murber Description WAT et Foss
ExT00401 A135-8010281 CRAL RO ABET SHE 80-103 BLAGC &= 358 s 425 .25 499 .67
ExT00402 A135-B01028K CRAL RO ABET sHE 80-103 BLAGC =2 35 S 0.00
GIMOFRT Ala Cust om mede boots, |0 ghtwei ght construction, singl = 288 .48 338.94
Tatal for VAT code 713.71 B838.61

The report layout (received.dfr) can be altered to your requirements. Please contact the
OPAS helpdesk.

File

A comma separated variable file will be created called received.csv. This will be saved in
your personal directory within OPAS. This can now be exported into Lotus123 or MS
Excel.

M File created

L3
J) ASCII text File qi\opastlindatreceived. csy was successfully created

Orthotic Patient Administration System Version 7 © Wynnlodge Ltd



Section 11 Page 106 Reports

43. Financial report — Reclaim VAT

The Reclaim VAT report will show details of lines within orders where the VAT rate is
R for Reclaim.

Menu: Reports - Financial — Batches — Reclaim VAT or

Menu: History — Reports — Batches — Reclaim VAT

Reclaim UAT

Start Date

o select the Purchaser required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

. enter the Start date of the required date range in the format DD MM YYYY
o enter the End date of the required date range in the format DD MM YYYY
Note: The date range selected is looking at the date the invoices were passed for payment

(i.e. the Paydate) and not the date the order was raised. This is because VAT should not
be reclaimed before it is paid.

Print 5 records You will be shown how many orders
.................. o OPAS has found and ask if you want to
Detail dulialemroly ‘ see the information in Detail i.e. a line

for each order or just Totals-only
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. Once the data has been found
Print 35 records .

you have the option to see the
Sereen Printenr File report on screen, to be printed
or sent to a file for exporting

into Lotus 123 or MS Excel

Screen

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. E‘SI will go back a page.

If the report is too small to read, press the key to magnify. will make the text

smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-
select Screen, Printer or File. Make another selection or press @ again to return to the

menu.

Printer

The report will be sent to the printer. You will then have the option to re-select Screen,

Printer or File. Make another selection or press

Below is an example of the Reclaim VAT report.

again to return to the menu.

Mawy User MNHS Trust

Fecl ai m VAT report for invoices passed

01/ 01/ 2003-371/ 107 2003

Crder Mo Supplier Aopliance Code DOrectorste et & oss VAT
00358 o7g A1000 Faediatrics 300.00 352.50 52.50
00370 095 Ala Traurre & Orthopsedi c 30874 353 .84 5120
=007 Y 201 Ala Traurre & Orthopsedi c 324 .98 264 .35 3937
Grand Total 834 .72 S80.79 145 . 07

The report layout (rec_vat.dfr) can be altered to your requirements. Please contact the

OPAS helpdesk.

Orthotic Patient Administration System Version 7
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File
A comma separated variable file will be created called rec_vat.csv. This will be saved in

your personal directory within OPAS. This can now be exported into Lotus123 or MS
Excel.

M File created

Ll
\]\_‘) ASCIT bext File g:\opasilindairec_vat.csv was successFully created

44. Financial report - Referrers

The Referrers report will also breakdown the expenditure on orders by the patients
Referrer, but will allow you select a specific Purchaser and/or Directorate. A specific

Referrer cannot be selected using this report. For specific Referrers use the Clinics
report.
Menu: Reports — Financial — Batches — Referrers or
Menu: History — Reports — Batches — Referrers
Referrer

Directorate

Heferrer

Start Date
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o select the Purchaser required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

. select the Directorate required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Directorate field empty will result in all directorates being selected

. select the Referrer required from the pop-up list. Alternatively press \Ecl to
make the pop-up list disappear without making a selection. Leaving the
Referrer field empty will result in all referrers being selected

. enter the Start date of the required date range in the format DD MM YYYY
o enter the End date of the required date range in the format DD MM YYYY

° select which date field (on the order) the date range above should be Using. Press
the space bar to move the highlight onto the required option.

. You will be shown how many orders
Print 19 records

OPAS has found and ask if you want to
Detail Totals-only ‘ see the informatign in Detail i.e. a line
f for each order or just Totals-only

Print 19 records

Once the data has been found
you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

éScreen Printer File

Screen

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. @ will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-

select Screen, Printer or File. Make another selection or press @ again to return to the
menu.
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Printer

The report will be sent to the printer. You will then have the option to re-select Screen,
Printer or File. Make another selection or press @ again to return to the menu.

Below is an example of the Referrers report.

MNewy User MHS Trust
ronthly Report To Furchaser
C1f 01 2000 to 2171052003

Code Hasp Mo Fati ent MName Crder Mo S oss
=rZagan WCFTECWY RMESTHR S BRI E003548 352 .50
111111 TCRUS00 PSS T 9 TH GO0 B 335,84
Total foar A N Cther Paediatrics Sum G591 g4
A g 5 72

Count 2
jsisl=lsisls] 2355370 D ErFE 2355 5 51
jsisl=]s1=]=] 012321585 J HAR LTCH 1234567 217
HMrZagai CE202244 D FFREAHE 0251 238 37
AR 23 TEFPOO0010  hE B CRAYEN 00370 353 .84
ABC123 E0230753 R BE-MET 00377 G 08
AEC 23 G12255 M Es J COLE 037 e 264 35
111111 123450 8RT  ME K BLOEES 0287 25 .85
A
Total for M Surgeon Traurma & rithopaed c Sum 1,024 . 27
A g 146, 32
Count ¥

The report layout (bat_con.dfr) can be altered to your requirements. Please contact the
OPAS helpdesk.

File

A comma separated variable file will be created called bat_con.csv. This will be saved in
your personal directory within OPAS. This can now be exported into Lotus123 or MS

Excel.

M File created

L]
\l’) A3CIT text File gihopasilindalbat_con.csv was successfully created

© Wynnlodge Ltd

Orthotic Patient Information System Version 7



Reports Section 11 Page 111

45. Financial report — Returns

This report will show those orders that have been returned to the supplier and why. The
report will show all orders that have been returned, regardless of whether a replacement
has been booked in.

Menu: Reports — Financial — Batches — Returns  or

Menu: History — Reports — Batches — Returns

Start Date

. select the Purchaser required from the pop-up list. Alternatively press \El
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

. select the Supplier required from the pop-up list. Alternatively press @0
make the pop-up list disappear without making a selection. Leaving the
Supplier field empty will result in all suppliers being selected

J enter the Start date of the required date range in the format DD MM YYYY

o enter the End date of the required date range in the format DD MM YYYY

. You will be shown how many orders
Print 19 records

OPAS has found and ask if you want to
Detall """ Totals—only ‘ see the informatign in Detail i.e. a line
f for each order or just Totals-only
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Print 19 records

Once the data has been found
you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

EScreen Printer File

Screen

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. E‘SI will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-
select Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Printer

The report will be sent to the printer. You will then have the option to re-select Screen,
Printer or File. Make another selection or press @I again to return to the menu.

Below is an example of the Returns report.

Returns Report

01/ 042000 - 31/0% 2003
Date Pat i ent Order Qpp Cescription (rihosi sGde Reason for refun
13/05/ 2002 G1340163 @0A3 075 ABCI23 Goods faulty
13/05/ 2002 XYZ0987654 (D037 012 Shoes 999999 To be finished of f
05/06/ 2002 XYZ0987654 (00357 012 Shoes 999999 To be finished of f
10/05/ 2002 ABC21234 Y234 012 HIE ABCI23 Cifferent type of shoe needed
01/05% 2002 VWHNEOIW 0359 078 Shoes XAZ890 Heel to be datered
10/ 057 2002  VORNEQWY 30359 078  Shoes XZ890 Fast ener 1o be adj ust ed
20605/ 2002 VWHNEQWV 0359 078  Shoes RAZ890 The left shoe is rubbing
20472002 XYZ0987604 (V0358 087 Shoes and adaptions 999999 Patient doesnt like them
13/05/ 2002 XYZ0937654  (DO353 03/ Shoes and adaptions 999999 Arrived too late
01/0% 2002 (DB25552 0368 096 testing ABCI123 Wong size delivered
21/02/2003 (3415296 F30378 145 Shoes ABCI23 TESTING
28f02/2003 (DA15296 0378 145 thoes ABCI2Z3 WWong goods sent
13705/ 2002 (B355370 2456 158 Bra 999999 WWong size sent
Total for Rurchaser @ 1
Gunt 13
13706/ 2002 XY70987654 00339 078 (st om shoes ABCI23 Sletobe built up
Total for Rurchaser : 54
Gount 1

The report layout (bat_ret.dfr) can be altered to your requirements. Please contact the
OPAS helpdesk.
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File

A comma separated variable file will be created called bat_ret.csv. This will be saved in
your personal directory within OPAS. This can now be exported into Lotus123 or MS

Excel.

M File created

L.l
- | ) ASCII bext file gi\opasilindaibat_ret.csv was successfully created

46. Financial report — Schedules

The Schedules report gives detail of appliances ordered by schedule number. If an
item is entered on an order without a schedule number it will not be included in this report.

Menu: Reports — Financial — Batches — Schedules or

Menu: History — Reports — Batches — Schedules

Schedules

Start Date

o select the Purchaser required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

. enter the Start date of the required date range in the format DD MM YYYY

o enter the End date of the required date range in the format DD MM YYYY
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. You will be shown how many orders
Print 19 records

OPAS has found and ask if you want to
see the information in Detail i.e. a line
for each order or just Totals-only

EDetail Totals-only ‘

Print 19 records

Once the data has been found
you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

EScreen Printer File

Screen

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. @ will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-
select Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Printer

The report will be sent to the printer. You will then have the option to re-select Screen,
Printer or File. Make another selection or press @ again to return to the menu.

Below is an example of the Schedules report.

MNew User MNHS Trust
Schedul es Peport
AP 2000 - 315120 2003

Cr der Mo Chde Cescription Cry Cost
4 E00350 A135- 801 LEVYELLI M CRADLE, WOLCED TO A CAST, U 1 12 .24
E00265 Ala Cust am rmade boots, |ightwesi ght canstru 1 308 .74
GOO27 3 Ala Custom rmade boot s, |ightwei ght constru 1 224 .45
Wl 234 Al Custaom made shoes or sandal s 1 254 .85
Wl 234 A2 Addition full ar 2/d non-rmoul ded inl ay 1 10.00
Wl 234 Ad3a Add ful 1/ 374 non moul ded inl ay shock a 1 14 .44
00373 EOzEE BELOW N FCLYPHROR CCah, (OUSTOR TO oS 1 T0.23
=00383 STh2E=18 soft coll ar 1 12.50
Total for Farchaser o0& . 05
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The report layout (schedule.dfr) can be altered to your requirements. Please contact the
OPAS helpdesk.

File
A comma separated variable file will be created called schedule.csv. This will be saved

in your personal directory within OPAS. This can now be exported into Lotus123 or MS
Excel.

M File created

L.l
\*14) A3CII text file q:Yopasilindalschedule. csy was successfully created

47. Financial report — Statements

The Statements report shows purchase invoices raised within a specific period of time
and also offers the option to print those invoices.

Menu: Reports - Financial — Batches — Statements or

Menu: History — Reports — Batches — Statements

Batch Statements

Start Date
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Reports

o select the Purchaser required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

. enter the Start date of the required date range in the format DD MM YYYY

J enter the End date of the required date range in the format DD MM YYYY

Print 3

Once the data has been found
you have the option to see the

records

Screen

Printer report on screen or to be

Screen

printed

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. E‘SI will go back a page.

If the report is too small to read, press the key to magnify. will make the text

smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-
select Screen, Printer or File. Make another selection or press @ again to return to the

menu.

Printer

q: wopasireportibat _stat
Print 3 records

éNhule_repurt 1 page

You are given the option to print the whole report, or to reprint one page again.

If 1_page is selected, you will be asked at the bottom of the screen for the page number.
If the Page number: is left blank, the whole report will be printed.

age number:
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The report will be sent to the printer. You will then have the option to re-select Screen,
Printer or File. Make another selection or press @ again to return to the menu.

Below is an example of the Statements report.

NHS TRUST
Invoice Statement Report
0ls11-2003 to 01-11-2003

Surname Order Ho Hospital Ho  Received Practice GP Cost

Supplied PCT
CRAVEN 00370 TEMPOODOL0 28042003 Hr Surgeon HIRST CI 1302 .00
Shoes SE2

Total for Mr Surgeon 1302 .00

Count 1

You then have the option to print the invoices listed on the report if required.

I PRINT:

3 statements also?

48. Financial report — Supplier Spend

The Supplier Spend report gives details of expenditure broken down by supplier. The
information can be broken down by Orthosis Code or Directorate.

Menu: Reports — Financial — Batches — Supplier Spend or

Menu: History — Reports — Batches — Supplier Spend
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Reports

Supplier Spend

Supplier)

Start Date

o select the Purchaser required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

. select the Supplier required from the pop-up list. Alternatively press \Ecl to
make the pop-up list disappear without making a selection. Leaving the
Supplier field empty will result in all suppliers being selected

. enter the Start date of the required date range in the format DD MM YYYY

J enter the End date of the required date range in the format DD MM YYYY

. select which date field (on the order) the date range above should be Using. Press
the space bar to move the highlight onto the required option.

éﬂrthusis_pudes Directorate

Which Supplier Spend Report?
Current selection has 14 records

Select how you want the
information to be analysed i.e.
by Orthosis_codes or
Directorate

§netai1

Print 63 records

Totals-only ‘

You will be shown how many orders
OPAS has found and ask if you want to
see the information in Detail i.e. a line
for each order or just Totals-only
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Print 63 records

Once the data has been found
you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

EScreen Printer File

Screen

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. E‘SI will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-

select Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Printer

The report will be sent to the printer. You will then have the option to re-select Screen,
Printer or File. Make another selection or press @ again to return to the menu.

Below is an example of the Supplier Spend report selecting Orthosis_codes.

MNew User MHS Trust
Arrount Spent by Gost Code
01/ 017 2000 to 2171252003
Suppl i er Or der Mo Cost Code Cost
oo A C oAndrews Sur g cal Foot ExT 00401 ABC23 425 .25
A C oAndrews Surg cal Foot E-T 00402 ABC23 0. 00
Total for Supplier 425 25
Count 2
oos Bolton Bros . (Surqg. Shoema 2234323der ABEC23 0.00
Bolton Bros (Surg. Shoerma E0037ar B2 AEC1 23 0.00
Bolton Bros . (Surg. Shoema GO037VE R ABEC23 0.00
Bol ton Bros (Surg. Shoema E0037a ABEC123 5.78
Bolton Bros . (Surg. Shoema 003745 B2 ABC123 Q.00
Bol ton Bros (Surg. Shoema E=T00354 ABEC123 4 00
Total for Supplier 50.7V8
Count 8
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The report layouts (batsupc.dfr and batsupd,dfr) can be altered to your requirements.
Please contact the OPAS helpdesk.

File

A comma separated variable file will be created called batsupc.csv when analysed by
Orthosis_code, and batsupd.csv when analysed by Directorate. This will be saved in
your personal directory within OPAS. This can now be exported into Lotus123 or MS
Excel.

M File created

Ll
\‘14) 85CTI text file q:Yopastlindalbatsupd. csv was successfully created

49. Financial report — Wards

This report interrogates orders by the information held in the Ward field.

Menu: Reports — Financial — Batches — Wards or

Menu: History — Reports — Batches — Wards

Wards

Start Date
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o select the Purchaser required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

. select the Ward required from the pop-up list. Alternatively press @o
make the pop-up list disappear without making a selection. Leaving the Ward

field empty will result in all wards being selected

. enter the Start date of the required date range in the format DD MM YYYY

J enter the End date of the required date range in the format DD MM YYYY

° select which date field (on the order) the date range above should be Using. Press
the space bar to move the highlight onto the required option.

Hhich Hard Report?
Current Selection has 14 records

éﬂrthusis_pude Referrexr

gﬂetail Totals-only ‘

Print 12 records

EScreen Printer File

Screen

Select how you want the
information to be analysed i.e.
by Orthosis code or
Referrrer

T T e You will be shown how' many orders

OPAS has found and ask if you want to
see the information in Detail i.e. a line
for each order or just Totals-only

Once the data has been found
you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. E‘SI will go back a page.
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If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-

select Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Printer

The report will be sent to the printer. You will then have the option to re-select Screen,
Printer or File. Make another selection or press @ again to return to the menu.

Below is an example of the WWard report selecting Orthosis_codes.

Barnsley District General bHbspital
Waird Feport
01/ 014 2000- 217 03/ 2003
Crder MNo rthosi s Code Veérd Consul t ant G oss
Q0350 999999 Vérd 1 M Sur geon 14 .38
Q0358 A N Cher 651_58
Tot al 665 96
0373 Vérd 3 M Sur geon 346 57
Total for Crthosi s Code: 999999 101283
Count 3
W24 ARC123 Vérd 1 M Sur geon 32829

The report layouts (bat ward.dfr and bat_ward2.dfr) can be altered to your
requirements. Please contact the OPAS helpdesk.

File
A comma separated variable file will be created called bat_ward.csv when analysed by

Orthosis Code and bat_war2.csv if analysed by Referrer. This will be saved in your
personal directory within OPAS. This can now be exported into Lotus123 or MS Excel.

M File created

Ll
\l’) A3CIT text file gi\opasilindalbat_ward. csv was successfully created

© Wynnlodge Ltd Orthotic Patient Information System Version 7



Reports Section 11 Page 123

50. Financial report — Workshop

This report lists those orders that have been supplied from the Workshop (i.e. supplier 999)
and shows how much time has been spent on them. (Supplier 999 is an NSI supplier set up
as an internal supplier for those hospitals that have their own workshop.)

Menu: Reports — Financial — Batches — Workshop or

Menu: History — Reports — Batches — Workshop

Horkshop

Start Date

. select the Purchaser required from the pop-up list. Alternatively press \El
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

o enter the Start date of the required date range in the format DD MM YYYY

o enter the End date of the required date range in the format DD MM YYYY

Once the data has been found

Print 5 records you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

EScreen Printer File

Screen

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. E‘SI will go back a page.
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If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-
select Screen, Printer or File. Make another selection or press @ again to return to the

menu.

Printer

The report will be sent to the printer. You will then have the option to re-select Screen,
Printer or File. Make another selection or press @ again to return to the menu.

Below is an example of the WWoOrkshop report.

Crder list for workshop orders supplied betwsean
01 017 2000-231/ 125 2003
Printed O1F 11 2003
Hospi tal Mo Crder Mo Supply Date Technician Time
1234508y GO03E7 04 037 2003 BERT
01232185 1224587 138 057 2002
Total for BERT 0]
Count 2
ABEC21234 Wil 23 135 057 2002 FRED
=y 20987 654 00258 28f 05/ 2002
E202344 00351 138 057 2002
Total for FRED ]
Count 2

The report layout (workshop.dfr) can be altered to your requirements. Please contact the
OPAS helpdesk.

File

A comma separated variable file will be created called workshop.csv. This will be saved
in your personal directory within OPAS. This can now be exported into Lotus123 or MS
Excel.

M File created

Ll
\l;) ASCII bext File gi\opasilindalworkshop. csv was successFully created
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51. Financial report — YTD (Year to
Date)

The YTD report is a very complex report and can take a considerably long time to run.
With this in mind we have introduced a selection criteria screen so that you can select the
aspects of the YTD report that you want. The more options you select, the longer the
report will take to be produced.

Menu: Reports — Financial — Batches - YTD or
Menu: History — Reports — Batches - YTD

¥TD
e [
HET

Perform Consul tant Analysis?
By -

e  select the Purchaser required from the pop-up list. Alternatively press @l to
make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

e  select Current year or Previous year. This covers a financial year i.e. 1 April
to 31 March. Use the space bar to move between options

e  select the Month (it will default to last month). Use the space bar to move
between options

e  select whether to Perform Referrer Analysis (this will give you the monthly
spend, monthly budget and cumulative YTD spend for each referrer)

e  select whether you want to report on orders Ordered within the period (i.e.

using date of order) or those Received within that time. Use the space bar to
move between options

field [By:]
|7:’ Ordered Received ”
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e  select YTD (Year to Date) or MTD (Month to Date)

You will then be taken to the following selection screen:

¥TD Selection

All the options will default to Yes. Move around the table with the down arrow key,
changing those options you don’t need to No by pressing the space bar.

Cumulative orders
will show the total number of orders (entered or received — depending what you

selected), total net amount and total gross amount, for the year to date and the
current month, if selection left at Yes.

Not received

will show the number of orders, total net amount and total gross amount for
orders not received, for the year to date and the current month, if selection is left
at Yes.

Note: This option is not applicable if you have selected Received.

Not cleared

will show the number of orders, total net amount and total gross amount for
orders where the invoice has not been received, for the year to date and the
current month, if selection left at Yes.
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Cleared

will show the number of orders, total net amount and total gross amount for
orders where the goods and the invoice have been received, for the year to date
and the current month, if selection is left at Yes.

Cleared this year

will show the number of orders, total net amount and total gross amount for
orders where the goods and the invoice have been received within the period
selected, for the year to date and the current month, if selection is left at Yes.
Note: This option is only applicable if you have selected Received

OK to continue

Highlight Yes and press the key when you are happy with your selection
criteria.

Print 1 records Once the data hgs been found
you have the option to see the
report on screen or to be

printed

Screen Printer

Screen

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. E‘SI will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-
select Screen, Printer or File. Make another selection or press @ again to return to the

menu.
Printer

The report will be sent to the printer. You will then have the option to re-select Screen,
Printer or File. Make another selection or press @I again to return to the menu.
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Below are examples of the Y TD report.

YTD report produced

selecting Ordered, YTD and Hew User MHS Trust

leaving all options as Yes

Year To Date Summary Report

Purchaser : MHS TRIST

Printed : 30-08-2000
YID (01042000 - 31-07-2000) Current menth (Tul)
Orders HMNet Value OGross Value Orders Net Value Oross Value
Cmulative Total Orders placed : 13 13,116 .39 13,661.76 4 11,915 .29 12,250 46
Goods ordersd - not received : 2 11,068.00 11,254.90 2 11,065.00 11,254 .90
Goods received - not cleared : 5 11,312 .74 11,542 .46 1 1519 .00 1609 .52
Goods recelved - clearsd : b 1735 .65 1864 .40 1 1328 .29 1385 .74
YTD report produced
selecting Received, YTD and New User MHS Trust
leaving all OptiOl’lS as Yes Year To Date Summary Report

Purchaser : NHZ THUST

Printed : 30-08-2000

Y¥ID (01-04-2000 - 31-07.-2000) Current month  (Jul)
Orders MNet Valus Oross Value Orders HNet Value Oross Value
Tatal Orders received : 11 11,771.96 12,082 .06 2 1959 72 11,127 67
Orders - not cleared : = 11,036.31 11,217 .66 1 1631 43 1741 93
Orders - cleared current: 2 1222 .25 1261.15 0 10.00 10.00
Orders - cleared other: 4 1513 .40 1603 .25 1 1328 29 1385 .74
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YTD report produced
selecting Received, MTD and

leaving all options as Yes

Hew U=ser HHS Trust

Honth To Date Summarvy Report
All Purcha=ers

Printed : 01-11-2003

HTD (01-04-2003 - 30-04-2003)

Order=s Het Valuse Gros=s Value

Total Orders received 15 11.886 .48 12.216 .61
Orders - not cleared: 11 11.284 62 11.509 .43
Orders - cleared current : 2 167 .14 178 .89
Orders - cleared other: 2 1534 72 1628 .29

When the report is run on Received (like the 2 examples on this page), the report
identifies between those orders where the invoices were passed in the same month as they
were received (Orders — cleared current) and those where the invoices were passed in
other months (Orders — cleared other).

52. Patients reports (Batches)

Batch reports are report templates that are designed to be quick and easy to run. There are
currently 6 different batch reports analysing patient information. If you are in any doubt as
to which report will produce the information required, please contact the OPAS Helpdesk
for guidance. The layout of all batch reports can be edited to suit your requirements.
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53. Patients report — Amputee

This screen is used to select the criteria for producing the National Amputee Statistics
disk. Make sure you have a disk available before you continue.

Menu: Reports — Patients — Amputee

Hational Awmputee Statistics

Start Date

. select Current or Previous Year (the year runs from Jan — Dec)

. select the appropriate Quarter from the pop-up list

field [Quarter]
=% 1 - 1 Jan - 31 Mar 2 -1 Apr - 38 Jun
3 -1 Jul - 38 Sep 4d - 1 Oct - 31 Dec

o the Start and End dates will fill automatically, based on the Year and Quarter
selected

o press [Ctrl-Enter| to continue

DISKETTE x|

1 Amputee recards found. Please put a diskette into the A: drive
o« [

. place a disk in your computer and click on OK

. you will be informed when all the data has been transferred to the disk

+DISKETTE x|

Mational Amputee Statistics data copied to dizkette,

© Wynnlodge Ltd Orthotic Patient Information System Version 7



Reports Section 11 Page 131

54. Patients report — Conditions

This report provides a breakdown of patients marked with a specific medical condition.

Menu: Reports — Patients — Conditions

Conditions

ondition

Start Date

. select the Purchaser required from the pop-up list. Alternatively press \El
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

o select the Condition required from the pop-up list to find all those patients
with that medical condition. Alternatively press @0 make the pop-up list
disappear without making a selection. Leaving the Condition field empty will
result in all patients registered in the period being selected regardless of a
whether the patient has a condition

. enter the Start date of the required date range in the format DD MM YYYY

o enter the End date of the required date range in the format DD MM YYYY

. You will be shown how many orders
Print 12 records

OPAS has found and ask if you want to
Detail Totals—only ‘ see the informatign in Detail i.e. a line
for each order or just Totals-only

Print 12 records

Once the data has been found
you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

EScreen Printer File
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Screen

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. E‘SI will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-

select Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Printer

The report will be sent to the printer. You will then have the option to re-select Screen,
Printer or File. Make another selection or press @ again to return to the menu.

Below is an example of the WWard report selecting Orthosis_codes.

Pati ent Registration Regport far o
01/ 0172000 - 3041
Oabetic
Hospital Mo Surname For enarres Reqi st er ed:
MAl ROOD000Z BLOxE FREDA 16/ 09/ 2002
MAHZB09ES BRI JANVES 154 04/ 2000
ME123456 O1E JLL E 21/ 01/ 2001
MNTEPOOD0012  DCE JCHN 23 08/ 2000
MABCZ 1234 EES TEE 18/ 02/ 2001
MNE3355370 [ e CH 0e/ 06/ 2001

The report layout (condit.dfr) can be altered to your requirements. Please contact the
OPAS helpdesk.

File
A comma separated variable file will be created called condit.csv when analysed by

Orthosis Code and bat_war2.csv if analysed by Referrer. This will be saved in your
personal directory within OPAS. This can now be exported into Lotus123 or MS Excel.

M File created

L]
\l’) ASCII text file g:\opasilindalcondit. csv was successfully created

© Wynnlodge Ltd Orthotic Patient Information System Version 7



Reports Section 11 Page 133

55. Patients report — Ethnicity

This report will look at patients entered between the date range selected and analyse the
ethnicity of those patients. The results will be displayed in spreadsheet format.

Menu: Reports — Patients — Ethnicity

Ethnici ty

Start Date

o select the Purchaser required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

. enter the Start date of the required date range in the format DD MM YYYY

o enter the End date of the required date range in the format DD MM YYYY

Below is an example of a spreadsheet produced by selecting the Ethnicity

report
1 2

Ethnicity analysis

ALL PURCHASERS

81781728088 - B6/87/2808

Ethnicity Code Count

6

a 1

9 1
8 A 8,965
1 H 9
2 R 14
3 __________________________________________________
d 8,996.68
5 e
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You will be asked if you wish to print the spreadsheet.

B ETHNICITY

Prink this Ethnicity analysis spreadsheet?

You will then be asked if you wish to save the spreadsheet.

=

Il SAVE?

Save this spreadshesty

If you select Yes, you need to enter a filename at the bottom of the screen.

26
27
28
29

3d
4

This will then be saved with that name within your personal directory of
OPAS.

I SAVED

. | } The spreadsheet was saved successfully as 'gilopastlindalethnic. csy'

© Wynnlodge Ltd Orthotic Patient Information System Version 7



Reports Section 11 Page 135

56. Patients report — Registered

The Registered report gives details of patients registered (i.e. entered onto OPAS)
within a specific time period.

Menu: Reports — Patients — Registered

Registered

Directorate

Start Date

. select the Purchaser required from the pop-up list. Alternatively press \El
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

. select the Directorate required from the pop-up list. Alternatively press \El
to make the pop-up list disappear without making a selection. Leaving the
Directorate field empty will result in all Directorates being selected

. enter the Start date of the required date range in the format DD MM YYYY

o enter the End date of the required date range in the format DD MM YYYY

Print 65 records You will be shown how many orders
—— OPAS has found and ask if you want to
Detail Totals—only ‘ see the information in Detail i.e. a line

for each order or just Totals-only

Once the data has been found
you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

Print 63 records

éScreen Printer File
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Screen

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. @ will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-

select Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Printer

The report will be sent to the printer. You will then have the option to re-select Screen,
Printer or File. Make another selection or press @ again to return to the menu.

Below is an example of the Registered report.

Furchaser Cirectorate Hospital Mo SUr name Fegi stered:. R ef
HL 23055 wWALE 2o Ol 2002
1132349259 WA TR O3 10 2002 BE29
P23 WIHTSANE Oaf 1114 2002
Cirectorate Total
Count 2
FCT ER221217 JCHES 15 01 2001 CH310517
=237 3080 FRECH O 250 11/ 2002 3388420
=EB05 0 HaLFH CE 250 11/ 2002 3388420
Cirectorate Total
Count 2
Traurre & Crthopaedi ¢ FREDO1Z3 BLOI5 25 01/ 2000
THAO00 005 BLO35 25 01/ 2000
aE7EsTYL" BLO35 11 Oy 2000
TE51321 BlLO35 11 Qe 2000
EBe01445 WO 2af 0%y 2000

The report layout (bat_ref.dfr) can be altered to your requirements. Please contact the
OPAS helpdesk.

File

A comma separated variable file will be created called bat_ref.csv. This will be saved in
your personal directory within OPAS. This can now be exported into Lotus123 or MS
Excel.

M File created

Ll
\l’) A3CII text file q:\opasilindaibat_ref.csv was successfully created
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57. Patient report — Reviews

This report will interrogate the Review field on the Patient screen to see who is due a
review.

Menu: Reports — Patients — Reviews

Revieows

Start Date

e sclect the Purchaser required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

e enter the Start date of the required date range in the format DD MM YYYY
e enter the End date of the required date range in the format DD MM YYYY

Print 63 records

Once the data has been found
you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

EScreen Printer File

Screen

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. E)I will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-
select Screen, Printer or File. Make another selection or press @ again to return to the
menu.
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Printer

The report will be sent to the printer. You will then have the option to re-select Screen,
Printer or File. Make another selection or press @ again to return to the menu.

Below is an example of the Reviews report.

Pati ent Revi ews

01701/ 2008 - 31/ 017 2008

Rew | aw Hospital Mo Surname Forenames D OB S
04/ 017 2008 NTBEYPOCOOOO7  MIWBRNUS LI BBy 1111 1967 F
16/ 01/ 2008 N12127 50w CCNCHCE LI MOt 12012/ 1976 F
16/ 01/ 2008 NTEWPOOO0M1Z2 OCE JOHN 05/ 11/ 1947 M
22/ 017 2008 MNF381231 HEAVER SYIMEY 25/ 0171931 M

The report layout (reviews.dfr) can be altered to your requirements. Please contact the
OPAS helpdesk.

File

A comma separated variable file will be created called reviews.csv. This will be saved in
your personal directory within OPAS. This can now be exported into Lotus123 or MS

Excel.

=

M File created

58. Patient report — Services

1 } A3CII text file q:\opasilindalreviews.csy was successfully created

This report will interrogate patients using the Service field on the Patient screen.

Menu: Reports — Patients — Services

© Wynnlodge Ltd
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Services

Servicelly

Start Date
Leave 5tart Date bhlank (press FB) to find all patients

e select the Service required from the pop-up list.

e enter the Start date of the required date range in the format DD MM YYYY, or
leave blank to find all patients assigned to the service selected

e cnter the End date of the required date range in the format DD MM YYYY

Print 65 records You will be shown how many orders
............................. OPAS has found and ask if you want to
Detail Totals-only ‘ see the information in Detail i.e. a line

for each order or just Totals-only

!!

Once the data has been found
you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

Print 63 records

EScreen Printer File

Screen

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. E)I will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-

select Screen, Printer or File. Make another selection or press @ again to return to the
menu.
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Printer

The report will be sent to the printer. You will then have the option to re-select Screen,
Printer or File. Make another selection or press @ again to return to the menu.

Below is an example of the Services report.

Fati ent s Reqgi st ered using Service: -
o

Hospital Mo Title For enarmmes Sur name
M12350MRTY MR FELYI M BLOX=S
MTCRUS007 ¥ B ELI ZABETH BTOER
TWPOO0002 % M TH
TR M S5 TESSA = TH
448864 M S5 = TARBICK

The report layout (bat_serv.dfr) can be altered to your requirements. Please contact the
OPAS helpdesk.

File

A comma separated variable file will be created called bat_serv.csv. This will be saved in

your personal directory within OPAS. This can now be exported into Lotus123 or MS
Excel.

M File created

Ll
1 ) A3CII text file q:Yopasilindalbat_sery.csy was successfully created

59. Prescriptions reports (Batches)

Batch reports are report templates that are designed to be quick and easy to run. There are
currently 3 different batch reports analysing prescription information. If you are in any
doubt as to which report will produce the information required, please contact the OPAS
Helpdesk for guidance. The layout of all batch reports can be edited to suit your
requirements.
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60. Prescriptions report — Charges

On the order screen you have the ability to record details of prescriptions paid. The
Charges report will show this information covering a specific period in time.

Menu: Reports - Prescriptions — Charges

Prescription Charges

Start Date

. select the Purchaser required from the pop-up list. Alternatively press \El
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

. enter the Start date of the required date range in the format DD MM YYYY

o enter the End date of the required date range in the format DD MM YYYY

Print 5 pecords You will be shown how. many orders
............................. OPAS has found and ask if you want to
Detail Totals-only ‘ see the information in Detail i.e. a line

for each order or just Totals-only

Once the data has been found

Print 5 records you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

EScreen Printer File
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Screen

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. E‘SI will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-

select Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Printer

The report will be sent to the printer. You will then have the option to re-select Screen,
Printer or File. Make another selection or press @ again to return to the menu.

Below is an example of the Charges report.

Frescription Charges Gol | ect ed
014 0142001 - 31712 2002

Fati ent MNare Hospital Mo Crder Mo Othosi s Code Dete of Crder Arncunt
CH BEYRE (=3355270 23456 999959 05/ 0/ 2001 12.10
JEARETTE HA LTCH 01232195 1234567 11 074 2001 12.10
Ivl 55 TESSA 8 TH TCRE0 =037 144 OB 2002 35.20

Tatal for Gode 55 .40

The report layout (bat_pres.dfr) can be altered to your requirements. Please contact the
OPAS helpdesk.

File
A comma separated variable file will be created called bat_pres.csv. This will be saved

in your personal directory within OPAS. This can now be exported into Lotus123 or MS
Excel.

M File created

L]
\l’) ASCII text file q\opasilindaibat_pres.csv was successfully created
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61. Prescriptions report — Expired

This report will provide a list of prescriptions that have expired between the chosen dates.

Menu: Reports — Prescriptions — Expired

Expired Prescriptions

Start Date

. select the Purchaser required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

o enter the Start date of the required date range in the format DD MM YYYY

o enter the End date of the required date range in the format DD MM YYYY

Print 19 records

Totals-only ‘

You will be shown how many orders
OPAS has found and ask if you want to
see the information in Detall i.e. a line
for each order or just Totals-only

Print 19 records

Printer File

Once the data has been found
you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

Orthotic Patient Administration System Version 7
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Screen

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. E‘SI will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-
select Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Printer

The report will be sent to the printer. You will then have the option to re-select Screen,
Printer or File. Make another selection or press @ again to return to the menu.

Below is an example of the Expired report.

Fescripti ons that expired between
01/ 02/ 2003 - 25/ 0272003

Pat i ent Hosp Mo Cate: Length Expired

B 066, FHED ArZ0957654 01/ 02/ 19938 5 o1/ 02f 2003

The report layout (exp_pres.dfr) can be altered to your requirements. Please contact the
OPAS helpdesk.

File

A comma separated variable file will be created called exp_pres.csv. This will be saved
in your personal directory within OPAS. This can now be exported into Lotus123 or MS
Excel.

M File created

Ll
\l‘) ASCII bext file gi\opasilindalexp_pres.csy was successFully created
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62. Prescriptions report — New

This report will provide a list of new prescriptions that have been entered between the
chosen dates.

Menu: Reports — Prescriptions — New

Hew Prescriptions

Start Date

o select the Purchaser required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

. enter the Start date of the required date range in the format DD MM YYYY

o enter the End date of the required date range in the format DD MM YYYY

You will be shown how many orders

Print 6 records OPAS has found and ask if you want to
gnetail Totals-only ‘ see the 1nf0rmat19n in Detail i.e. a line
for each order or just Totals-only

Once the data has been found
Print 6 records you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

gSc:reen Printer File
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Screen

If the report is sent to the screen, you will initially be shown the first page of the report.
Press the key to move to the next page. E‘SI will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option to re-

select Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Printer

The report will be sent to the printer. You will then have the option to re-select Screen,
Printer or File. Make another selection or press @ again to return to the menu.

Below is an example of the New report.

Prescriptions added to system between
01/01f 2003 - 31503/2003

Consul t ant Fati ent FHosp MNo Lengt h
M Surgeon, Traumm & rthopaedi ¢ BLQMD, ALBY TPDDDOZ2S 1
M Surgeon, Traum & Crthopaedi ¢ VIACBAMNE, NASSHR PRESC123 1
M Surgeon, Traum & Orthopaedi ¢ VIACEARNE, NASSHR PRESC123 1
M Surgeon, Traumm & Crthopaedi ¢ VIHCEAMNE, NASSHR PRESC123 1
M Surgeon, Traumm & Orthopaedic 94 TH, TESSA TR B4 1
M Surgeon, Traumm & rthopaedi ¢ PAMABON, LINA LKF12345 )

Traum & Othopaedic ht 6

The report layout (preslist.dfr) can be altered to your requirements. Please contact the
OPAS helpdesk.

File

A comma separated variable file will be created called preslist.csv. This will be saved in
your personal directory within OPAS. This can now be exported into Lotus123 or MS
Excel.

=

M File created

Ll
\IJ‘) ASCI bext file g:\opas\lindaipreslist. csv was successfully created
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63. Stock Control (Batches)

Batch reports are report templates that are designed to be quick and easy to run. There are
currently 4 different batch reports analysing stock control information. If you are in any
doubt as to which report will produce the information required, please contact the OPAS
Helpdesk for guidance. The layout of all batch reports can be edited to suit your

requirements.

64. Stock Control — Creditors

This has the same purpose as the financial creditors report, in that it is finding those orders
that have not been invoiced yet, but this report is looking at your stock purchase orders.

Menu: Reports — Stock - Creditors

v ﬂﬂjﬂ

Print Creditors Report for which systom?

Select which stock system the report is to be run for.

Print 13 records

Screen Printer

Once the data has been found
you have the option to see the
report on screen or to be
printed

Orthotic Patient Administration System Version 7
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Screen

If the report is sent to the screen, you will initially be shown the first page of the
report. Press the key to move to the next page. El will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option

to re-select Screen, Printer or File. Make another selection or press @ again to
return to the menu.

Printer

The report will be sent to the printer. You will then have the option to re-select
Screen, Printer or File. Make another selection or press @ again to return to the

menu.

Below is an example of the Creditors report.

Stock Furchases System 1
Order s Received but not
Printed 027072005

i v ol ced

Ix der ed Recei ved Or der Mo SUpplier MNet WAT Grand:
16/ 05/ 19598 25/ 08/ 2000 STOO011 012 25 .70 5.02 3372
Jo&s OB/ 1985 25/ 08/ 2000 STOO12 012 57 .40 10.05 57 .45
28/ 107 1988 25/ 057 2000 STO013 012 20.00 2.50 23.50
25/ 08 2000 25/ 08 2000 STO014 012 471 .00 718 48 .18
25/ 08/ 2000 225/ 087 2000 STO015 012 20 .50 3 .59 24 .09
25/ 08 2000 25/ 057 2000 STO01S 012 20.50 2.59 24 .08
25/ 08 2000 11/ 107 2000 STO017 012 51 .50 10.76 72 28
105 10 2000 1010/ 2000 STOD19 012 780 .48 138.33 928 81
fosr O7f 2004 Part anly STO021 012 523 .20 144 . 06 957 286
13/ 01/ 2008 13/ 01/ 2008 STO024 001 12 .34 2.16 14 .50
13/ 01/ 2008 13/ 01/ 2008 ST0025 001 12 .34 2.16 14 .50
13/ 01/ 2008 13/ 01/ 2008 STO026 0o 12 .34 2.16 14 .50
13/ 01/ 2008 200 O/ 2008 STO027 001 51 .70 10.80 72.50
foss 02/ 2008 Part only STO0181 012 20 .20 56 .54 388 .74
19/ 04/ 2008 02/ 07/ 2008 ST0028 012 170 .10 28 .77 19%9 . 87

CGrand Tot al 2,472 30 432 86 2,904 95

The report layout (stcredit.dfr) can be altered to your requirements. Please contact the
OPAS helpdesk.
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65. Stock Control —Lowstock

This prints a list of stock items that are at or below the minimum stock levels. A separate
page will be produced for each supplier to make purchasing of replacement stock easier.

Menu: Reports — Stock — Low Stock

Print Creditors Report for which system?

Select which stock system the report is to be run for.

Once the data has been found

Print 5 records you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

éScreen Printer File

Screen

If the report is sent to the screen, you will initially be shown the first page of the
report. Press the key to move to the next page. B‘ will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option
to re-select Screen, Printer or File. Make another selection or press @ again to
return to the menu.

Printer

The report will be sent to the printer. You will then have the option to re-select
Screen, Printer or File. Make another selection or press @ again to return to the
menu.
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Below is an example of the LOw Stock report.

Stock (1) at or bel ow minimum | evel for
001 Arden rthotics

Lowest ock Repoaort
Stock System 1

St ook Mo Schedul e Stock: MOioum ReEx<i mum, Reorder @ On Order
Description:

ITV_F‘H‘I Ada -1 1 1 1

The report layout (lowstock.dfr) can be altered to your requirements. Please contact
the OPAS helpdesk.

File

A comma separated variable file will be created called lowstock.csv. This will be
saved in your personal directory within OPAS. This can be exported into Lotus123

or MS Excel.

M File created

-
- | ) ASCIT bext File q:\opasilindallowstock. csy was successfully created

66. Stock Control —Progress

This report interrogates your Stock Purchase Orders and finds those that have not yet been
received.

Menu: Reports — Stock — Progress
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Stock Progress

Start Date

o select the Stock System required

o select the Supplier required from the pop-up list. Alternatively press @to
make the pop-up list disappear without making a selection. Leaving the
Supplier field empty will result in all suppliers being selected

. enter the Start date of the required date range in the format DD MM YYYY

o enter the End date of the required date range in the format DD MM YYYY

Once the data has been found

Bl B reErils you have the option to see the
Scmen """ Printen report on screen or to be
printed

Below is an example of the Progress report.

St ock Progress - System 1
ALL SUPFLI ERS
04404/ 2000 - 05/ 06/2008

Supplier Crder Date Order Mo Stock Mo: Description: Qo
Arden Crthotics 04/ 06f 2008 STO0Z29 TEST TEST 25
Halo Healt hcare Ltd 06f 0252008 STOO0181 SCL Soft Collar, |arge 10
Halo Healthcare Ltd 06/ 02f 2008 STOO191 SCM SCFT CCOLLAR MEDI UM 10

The report layout (st_prog.dfr) can be altered to your requirements. Please contact
the OPAS helpdesk.
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67. Stock Control — Spend

This report lists items that have been supplied.

Menu: Reports — Stock — Spend

Stock Spend

En

S“tart Date

o select the Stock System required

o select whether the report should be analysed by Referrer or Direcorate

. enter the Start date of the required date range in the format DD MM YYYY

o enter the End date of the required date range in the format DD MM YYYY

Print 9 records

Screen Printer

Once the data has been found
you have the option to see the
report on screen or to be
printed

© Wynnlodge Ltd
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Below is an example of the Spend report selecting Referrer.

Stock Spend Repart - Stock System 1
02/ Q01F 2008 - 347 01F 2008
Br Rafearrer

FRafarrer Cate: Pat i ent Stack Mo Price
130 01/ 2008 BRFTRDS<1457 TEST 12 .34
120 015 2008 MNE0325118 TEST 12 .34
Tot al 24 .58
ht SUr gean 100 015 2008 MNH232323 TEST 12 .34
130 047 2008 MNE0325228 TEST 12 .34
Tt al 24 .88
OCirect Access &P 104 O1F 2008 SThES=16A 12 .34
100 01 2008 TEST 12 .34
130 017 2008 MNSTS554321 TEST 12 .34
Tt al 27 .04z
Grand Tat al 85 .38

The report layouts (st_sp_co.dfr and st_tr_di.dfr) can be altered to your
requirements. Please contact the OPAS helpdesk.

68. Waiting List (Batches)

Batch reports are report templates that are designed to be quick and easy to run. There are
currently 2 different batch reports analysing waiting list information. If you are in any doubt
as to which report will produce the information required, please contact the OPAS Helpdesk
for guidance. The layout of all batch reports can be edited to suit your requirements.
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69. Waiting List — Archived

This report interrogates the archived waiting list. The archived waiting list contains those
patients that have been removed from the current waiting list (this can be because they
have been given/attended/DNA’d an appointment or have been manually deleted from the

list) and archived (see Waiting List - Note 9. Archiving the Waiting List).
Menu: Reports — Waiting List — Archived

Archived MHaiting List Report

Orthosis Code

Heferrer

Start Date

. select the Purchaser required from the pop-up list. Alternatively press \El
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected

o select the Type required from the pop-up list. Alternatively press @o
make the pop-up list disappear without making a selection. Leaving the Type
field empty will result in all types being selected

o select the Orthosis Code required from the pop-up list. Alternatively press
@to make the pop-up list disappear without making a selection. Leaving
the Orthosis Code field empty will result in all orthosis codes being selected
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. select the Referrer required from the pop-up list. Alternatively press @to
make the pop-up list disappear without making a selection. Leaving the
Referrer field empty will result in all referrers being selected

J select the Venue required from the pop-up list. Alternatively press @to
make the pop-up list disappear without making a selection. Leaving the
Venue field empty will result in all venues being selected

. enter the Start date of the required date range in the format DD MM YYYY
o enter the End date of the required date range in the format DD MM YYYY

. select whether the date range entered should look at the Added:, Referred: or
Removed: date on the waiting list screen

You will be shown how many

Print 86 records waiting list entries OPAS has
found and ask if you want to
see the information in Detail
i.e. a line for each waiting list
entry or just Totals-only

Totals-only ‘

Print 86 records

Once the data has been found
you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

éScreen Printer File

Screen

If the report is sent to the screen, you will initially be shown the first page of the
report. Press the key to move to the next page. Bl will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option

to re-select Screen, Printer or File. Make another selection or press @ again to
return to the menu.

Printer

The report will be sent to the printer. You will then have the option to re-select
Screen, Printer or File. Make another selection or press @ again to return to the
menu.
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Below is an example of an Archived report in Detail.

All Rurchasers
Added: 01/ 052008 - 267 067 2008

Haospital Mo Surnanme Addead: Rermoy ed Cays: Reasaon

TCRUSA g TH 02/ 05/ 2008 03/ 046 2008 22 Attended Appointment

NTEWPOOO012 OB 155 05F 2008 277 050 2008 11 Attended Assessnent
Appoi ntment

M0 08822 ASHER 25705/ 2008 25/ 068/ 2005 21 Appai nted

MNF3E1231 HEAWER 275050 2008 02/ 08 2005 5 Appaintoent made

MDA 15854 CoViEY 285 05/ 2008 28/ 057 2008 1 At tended Appointment

TCRUISA A TH :l OfF 2008 19/ 06/ 2005 15 A

Below is an example of an Archived report in Totals_only.

Hospital MNo SUr name Added : Rermow ed Cev s
fAverage for Purhcocaser 185
Count 53
Average for Rurhcaser MMHS TRUST 15
Count 22
Average for FRurhcaser &P Fundhal der 2
Count 1
Grand Taot al Average 128
Count 24

The report layout (wl_arch.dfr) can be altered to your requirements. Please contact
the OPAS helpdesk.
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File
A comma separated variable file will be created called wl_arch.csv. This will be

saved in your personal directory within OPAS. This can be exported into Lotus123
or MS Excel.

M File created

Ll
\]\') ASCIT kext File g:\opasilindalwl_arch.csv was successFully created

70.  Waiting List — Current

This report interrogates your current waiting list i.e. all those patients still on the waiting
list.

Menu: Reports — Waiting List — Current

Current Maiting List Report
Purchaserfl |
Orthosis Code

Referrer

Start Date

o select the Purchaser required from the pop-up list. Alternatively press @
to make the pop-up list disappear without making a selection. Leaving the
Purchaser field empty will result in all purchasers being selected
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. select the Type required from the pop-up list. Alternatively press @to
make the pop-up list disappear without making a selection. Leaving the Type
field empty will result in all types being selected

o select the Orthosis Code required from the pop-up list. Alternatively press
@to make the pop-up list disappear without making a selection. Leaving
the Orthosis Code field empty will result in all orthosis codes being selected

. select the Referrer required from the pop-up list. Alternatively press @to
make the pop-up list disappear without making a selection. Leaving the
Referrer field empty will result in all referrers being selected

. select the Venue required from the pop-up list. Alternatively press @to
make the pop-up list disappear without making a selection. Leaving the
Venue field empty will result in all venues being selected

o enter the Start date of the required date range in the format DD MM YYYY
o enter the End date of the required date range in the format DD MM YYYY

° select whether the date range entered should look at the Added: or Referred:
date on the waiting list screen

You will be shown how many

Print 86 records waiting list entries OPAS has
found and ask if you want to
see the information in detail
i.e. a line for each waiting list
entry or just Totals-only

EDetail Totals-only ‘

Print 86 records

Once the data has been found
you have the option to see the
report on screen, to be printed
or sent to a file for exporting
into Lotus 123 or MS Excel

éScreen Printer File

Screen

If the report is sent to the screen, you will initially be shown the first page of the
report. Press the key to move to the next page. E‘ will go back a page.

If the report is too small to read, press the key to magnify. will make the text
smaller again.

Press @ to abandon looking at the report on screen. You will then have the option
to re-select Screen, Printer or File. Make another selection or press @ again to
return to the menu.
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Printer

The report will be sent to the printer. You will then have the option to re-select
Screen, Printer or File. Make another selection or press @ again to return to the
menu.

Below is an example of a Current report in Detail.

NHS TRUST
Added: 01/ 0172000 - 267 087 2008

Hospital Mo Surname Added Friority: Ceys: Descriptiaon:
1 NTCH_S0077 By 05 0df 2008 2585 78  ust om Footwsar
1 MNEDE 158485 HsE B s 130 020 2008 134 134 ust aom Footwear
1 M0 17 B55 Al Sk 0320 05/ 2008 115 23 ust om Footwear
1 MNGED230557 [SEEE] 05/ 05/ 2008 105 21 L st am Foot wear
1 TrPO00023 LARCE 05/ 05/ 2008 105 21 L st am Foot wear
1 MNABE1 23455 SH EL 0g/ 05/ 2008 100 20 st am Footwear
1 MNAH2808955 BRCV 0g/ 05/ 2008 100 20 st am Footwear

Below is an example of a Current report in Totals_only.

tal Mo Surnanme Added: Priority: Cays:
Average for Furchaser MMAHS TRUST 33
Count 22
Average faor Riarchaser &P Fundhal der Laks]
Count 2
Averade for Purchaser Primary Care Groudp a5
Count 1
Grand Total Averages 35
Count 26

The report layout (wl_curr.dfr) can be altered to your requirements. Please contact
the OPAS helpdesk.
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File

A comma separated variable file will be created called wl_curr.csv. This will be
saved in your personal directory within OPAS. This can be exported into Lotus123

or MS Excel.

M File created

L.l
\:!1) ASCIT text File g:hopasilindahwl_curr.csy was successFully created
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