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MiDatabank Version 3 Quick Start Guide

This quick start guide is not comprehensive and aims to introduce the main functionality of
MiDatabank. Further documentation is available in the Users Manual.

MiDatabank consists of two modules, the Administration module and the Enquiry Manager module.

Section 1 - Using the Administration Module

e Login to the Administration module and configure the system.
From the Start button select Programs>MiDatabank 3>Administration.
Login using the following details:

Username: Administrator
Password: Equinox

Change the password if desired:
e Select File>Change my Password

Please note that there are two ‘layers’ of tabs available:

f Centres\( Organisations\{ Individuals \{ Keywords\{ Sources Master List\{ MI Categories Master List\{ Reps \{ F‘roducts\{ Manufacturers\
(Centres Managed by System: / Configuration \{ Origins { Users i Sources \{ MI Categories { Letter Template  Standard Paragraphs'{ Scar

The top layer relates to global database configuration, whereas the second layer of tabs are pertinent
to centre-specific data. Please note that the MiDatabank model allows for the database to contain
more than one centre: The top layer tabs are for specifying data that is common to all centres,
whereas the second layer tabs is for specifying data that is specific to each centre.

Using the top layer of tabs (Fig 1):
e Click on the “Organisations” tab and add organisations.
e Click on the “Individuals” tab and add individuals.

e C(Click on the “Sources Master List” tab and click on the button ‘Check for Resource
Updates’ to update your sources master list from the list that is maintained centrally

When updating the master list of resources, it is possible that the firewall or proxy settings
of your organisation do not permit a connection to be made across the internet to the web-
service that provides the master list. In the event of any problem, please see the Help section
on www.midatabank.com

e C(Click on “MI Categories Master List” tab to configure the Categories available in your
master list. This is a first step to configuring the Categories available in your centre, which
is shown later in this document. However, it is important to note that it is only possible to
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select Categories for your centre if the Category already exists in the master list which is
shown here.

Please note that each category has an associated Standard Search Pattern (SSP). A SSP is a
ranked list of resources that are the most appropriate for a particular category of enquiry.
MiDatabank is pre-configured with default SSPs for each core category which have been
determined by the UKMI.

Information for Industrial Users of MiDatabank-i

Choosing master categories

When deciding the core list of categories for your company, you may wish to exploit the
default SSPs that have been provided. Therefore it is important that before you start
editing the categories, you determine which categories can be re-used by your company,
and that you do not delete these categories.

Choosing Origins

>> to do - version 3.0.1

Choosing Routes

>> to do - version 3.0.1
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Organisations: add names,
addresses & contact details
of organisations that
commonly use your service
eg. GP surgeries, hospitals
or members of the public

File Help

Fig 1: Administration Module Top Layer Tabs

Sources Master List: A
comprehensive list of all the
available sources

- Administration ¥3 (Super User)

MI Categories Master List

The categories that have
been configured for your

Reps (Industry Version):

Listing of Sales

system

Representives

=101

/ centres Organisations “ilndividuals “{ Kekurds}'éﬁuurees Master Listf\{ MI Categories Master List\{ Reps\{

Pdeu%tS\‘{ ManufactureLS\

Individuals: build up a
database of your frequent
enquirers by adding their
names & contact details
here to save you typing
them in every time they
call.

They can then be linked to
an “Organisation” ie. where
they work

Keywords:
you can create keywords in
section.

T T =T Ty

AltMedex
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&HFS Drug Information

&HFS Drug Information

Antibiotic & Chemotherapy
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FCE...

Remove Saurce...

Source Properties...
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cannat be directly edited. [f you spot any mistakes, click on 'Check For Resource Updates' to

enzure that pou have the most recent updates from the MiDatabank Core List.

M}I’/St view By/ + Individual Title ¢ Collective Title [~ Hide Inactive Sources | Check Ngr Resource Upda
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Applied Therapeutics: the Clinical Use of ... Koda-Kimble MA ... Lippincott, ... Sth e... ISBM: OF... Applied Ther... True
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»
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Using the MI Centres Resources tab (Fig 2):

e Select your centre in the list on the left-hand side

e Click on the “Users” tab and enter yourself as a user with a custom colour, a username, email
and a password. Give yourself a full set of permissions for all documents types (Enquiries,
FAQs and Projects)

e Check the boxes for ‘User is Med Info’ and ‘Can Create Keywords’

e Add another user e.g. a trainee with just the Edit permission for Enquiries, and check the boxes
for ‘Hide Enquirer Database’ and ‘Always Show Helper’

Permissions for Documents:-

Permissions - Enquiries

Edit: Allows creation of enquiries and input of data. If this is not
set, then the user will only be able to view enquiries read-only

Allocate: Enables users to allocate enquiries to others or themselves.

Reply: Allows users to reply to enquiries without them having to be

authorised by someone else. It is recommended that trainees
do not have this permission.

Can Authorise
Reply:

The user (eg. senior MI pharmacist) is able to authorise trainee
enquiries in the “Awaiting Authorisation” tray. Once
authorised, enquiries move into the “Reply Authorised” tray.

Permissions - FAQs

(Frequently Asked Questions)

Edit:

Allows creation and editing of FAQs. It is recommended that
trainees do not have this permission.

Allocate:

Enables users to allocate FAQs to others or themselves for
editing purposes.

Permissions - Projects

Edit: Allows creation and editing of Projects. It is recommended
that trainees do not have this permission.
Allocate: Enables users to allocate Projects to others or themselves for

editing purposes

Other User Permissions:

User is Med Info

Indicates that the user belongs to the Medicines Information
Department

Can Create
Keywords:

The user is able to create Keywords if they are not listed.

Centre Administrator

In the scenario where several centres are listed in MiDatabank,
it is possible to allow a user to be able to login to the Admin
application using their MiDatabank username and password,
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| to change settings for their particular centre.
Permissions for New Users
Hide Enquirer The user is presented with a simplified user-interface that only
Database allows the entry of First Names and Surname. The user is not
able to choose an Enquirer from the database of individuals
and organisations available
Always Show Enquiries are always displayed with the Helper Panel visible
Helper on the left-hand side. The Helper contains context-sensitive
text that guides new users step-by-step through an enquiry

e Click on the “Sources” tab, and then select the ‘Individual Title’ radio-button. Click on the
button “Choose from Master List” to add names of sources for your MI Centre. If a resource is
not listed, then you will need to update your master list of resources — this is covered in the next
section

e Click on the “Origins” tab and click “Add Node” to add origins appropriate to your centre.
One of the main reasons for using origins is to provide a cost centre for enquiries. In other words, you
can associate an origin with an enquiry, so that at a later date it is possible to generate a report to
determine who to invoice.

For users in the Pharmaceutical Industry

Origins can be configured as required. An example of origins used by one centre:

Code

Consultant

Dentist

Dietician

Editor/ journalist

GP

Hospital Pharmacist

Hygienist

Industry

Manufacturer

Medicines Information Pharmacist
Midwife

Nurse

Patient/relative/carer

Patient Organisation
Pharmaceutical/prescribing advisor
Retail/ Community Pharmacist
Student

University Lecturer
Veterinary Surgeon/ Nurse
Wholesaler
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For Hospital users in the UK:

The UKMi root origins are pre-configured as shown below and not editable. However, you can add
your own origins to these root origins, as desired. Please remember to keep the ‘sub-tree’ of each root

origin as simple as possible.

Setting Origins:

National Code

Examples of “Nodes” to add

Base Organisation

Directorates & wards

Base Organisation

Other hospitals within your Trust, including their

Affiliates directorates & wards

Primary Care Local PCTs

Secondary Care Other trusts/hospitals using your service

Other NHS Walk-in Centres, Strategic Health Authorities

Non NHS Social services, police, private hospitals, armed forces,
universities

NHS Direct NHS Direct centres in your area if applicable. Include

Nurse Advisers & Health Information Advisers as
separate “nodes”

For Hospital users outside the UK:

The root origins are pre-configured as shown below and not editable. However, you can add your own
origins to these root origins, as desired. Please remember to keep the ‘sub-tree’ of each root origin as

simple as possible.

Setting Origins:

Code

Examples of “Nodes” to add

Base Organisation

Directorates & wards for your organisation

Base Organisation

Other hospitals or organisations that are affiliated with

Affiliates your organisation. Sub nodes could include their
directorates & wards
Secondary Care Other hospitals using your service
Primary Care Primary Care organisations using your service
Private Private hospitals using your service
Other
Updated June 2013 Page 6

MiDatabank®



MiDatabank Version 3 Quick Start Guide

Origins: set-up a list of origins for your
enquiries for use in workload reporting
e.g.“Base Organisation” - add hospital
directorates & even wards depending on
your requirements

ED MiDatabank Adnms
File Help

Users:
Set up your staff as
“Users” with their
access “permissions”

advice

Fig 2: Administration Module: Second Layer Tabs

Sources: this is where you set up a list of
sources that are available at your Ml Centre for
answering enquiries. These include books,
web-sites and names of contacts who provide

T

The MI Categories tab
enables you to choose
the Categories
available at your centre

a (Super User)

=10l Standard

Paragraphs are

iduhv\\w@s\{ Suurcé\} MasteM’lI Categories Ma%{l&eps\{ Pruducts\{ Manufacturers

(' Centres\< Organisations\{ Indiv

Configuration - Click here
to:

Specify where you want to
store electronic
attachments (this should
not be changed once
attachments have been
added)

Set-up how often you want
the system to autosave
data (default is 30 seconds)

Set the number of days
before the “due by date”
when enquiries will change
from green to amber
(default is 5 days)

Turn off the Auto-keyword
facility

5 Managed by System:

! Canfiguration migins ‘\{ Users ‘?’ Sources ' MI Categories"\{ Letter Tem&late ‘{ Standard Paragraphs | Scanmed Mage

short paragraphs

\ or phrases that are

Centre Resources: wiewBy: & Individual Title

Individual Titles

" Caollective Titl

[~ Hide Inactive Sources

Choose from Master List...

commonly used
| within letters to

enquirers.

DIaIe 2 Applebe's Pharmacy Law & Ethics
1

Source Motes

Change...

Title | Author/Editor | Publisher | Editi?h\\ | Media | Refer... |;|
<Industry: Customer Service Depts i
<Industry: Medical Information Depts
=<Internet Search=
<Other Book>
<Other E-Sources
<Other Paper Source \I The Letter Template tab
:gt&f;a’;iﬁfﬁ;i””me’ enables the creation
<Past Enquiry= Advice and editing of standard
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cute Pain Management: A practical guide acintyra an... aunders rd e... ape...
ADIS R & D Insight ADIS anline  http:/... &-5o... (eg headers and
AHFS Drug Infarmation McEvay GE (ed) Ametican 5. online www...  e-50.., footers) for the
AHFS Drug Information American 5. 2009 Pape... different departments
All Wales Medicines Strategy Group WL, | 2-S0.., . . .
AltMedey Micromedex  online | www... e-So.. In your organisation
Applied Therapeutics: the Clinical Use of Drugs | Koda-Kimble MA ... Lippincott, ... 9th e... Pape...
Bandolier Pain Relief ...  online  www... &-So...
Basic Clinical Pharmacokinetics \Winter, ME Applied The,,, 4the...
BNF (British Mational Formulary) Joint Formulary ... | RPS Publish.., [Sept.. | |
BMF for Children BMI Group, ... 2009 Pal i i .
BMF for Children BMI Group, ... online | www..,  e- Click on this button to:
BMF Online (British Mational Formulary) RPS Publish... online | www.., -
BP (British Pharmacopoeia) Britpharm anline www... e Go to the Master List of names of
BP (British Pharmacopoegia) Stationary ... yearl... P i
Chemist & Druggist Directory CMP Inform... 2005 P sources used to answer enquiries
Clinical Evidence Godlee, F et al BMI Publish... online httpif...  e- )

I ic : c 1 You can pick sources from the the
Cochrane Library Update Sof...  onlin...  www,,, 8- : H
Compendium of Data Sheets & SPCs ABEPI not c... Pal MaSter_LISt 8:‘ they will tl;],en a_ppear
Cytochrome P450 Indiana University Indiana Uni... Online  www... e-{ inthe list of “Resources” available
Cytotoxics Handboak Allwood, M et al, Radcliffe m... 4the.. P at your centre.
Applebe, G and ... Pharmaceu...  &th, ... P

You can add other sources to the
Master List if you need to
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Section 2 - Using the Enquiry Manager Module

e Login to the Enquiry Manager module
From the Start button select Programs>CoAcS>MiDatabank 2>Enquiry Manager.

Login

Cancel

Demonstration Site

Login as yourself using the following details:

Username: as set-up in the Administration Module.
Password: as set-up in the Administration Module.

There is a short delay while MiDatabank initialises:

M:Databank

Version 3.0

The Work In Progress window is displayed (Fig 3 below)

e Maximise the “Work In Progress” screen to help you use the
system effectively.

Creating an Enquiry

Using the example enquiry (see end) or one of your own, enter a new
enquiry.

e Click the “New Enquiry” button to create a new enquiry.

Enter all the details for a new enquiry, and work through the tabs corresponding to the stages of
the process:
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e Input (Fig 4)

e Research (Fig 5)

e Answer (Fig 6)

e Completion (Fig 7)

Authorising and Allocating

e Once you have an enquiry from a trainee waiting to be authorised, click on the
“Awaiting Authorisation” button in the Work In Progress window.

e Click on “Open Reply for Authorisation” in the title bar. This opens the enquiry in a
special mode to allow you to authorise the enquiry, or not. However, if you wish to
make actual changes to the text of an enquiry done by a trainee, you must allocate the
enquiry to yourself, and then later reallocate the answer back to the trainee

Searching

e From the Work In Progress window, perform a quick search of pending enquiries.

e From the Search window (click on the Search button on the top panel), perform some
searches of archived enquiries.

e From the Advanced Search window (click on the Adv. Search button on the top panel),
to perform some advanced searches of archived enquiries.

Reporting
From the File menu choose “Reporter” and try running different types of report, these are:

e Workload Report
e Enquiries Summary
e Staff Report

Try the options on the right-hand side for Workload and Enquiries Summary reports.
Adding Notes

Notes can be added to pending and archived enquiries. Try using these facilities to add notes
to:

e apending enquiry
e an archived enquiry
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New Enquiry button: click Click these buttons to Timer: this records time
to open a n_ewdscrglen & Reporting facilities Seartch buttohn; t Show_ the _dn‘ferent . spent on an enquiry
enter enquiry details are available from use _o_searc or pas . enquiry displays which _ ) )
the File menu enquiries, FAQs and projects are available Click to stop the timer if
You can easily open up your work is interrupted
new enquiry screens
while you are working on pieating an Enquiry - Input _[0] x|
others m _lalx
, — i . ~ Make sure you maximise
ev\%u wir wark In Progress General Search adv. Enquiries Search | 9am Smith (S5 -f\.‘
uiry || gress || | i | mer is on | MiDatabank % the “Work In Progress”
all Pending Enquiries " Show My Enquiries A, screen to help you use
When Research has ) " show Med Info Enquiries - = |Due By Date - Chronological | the system effectively
started, the enquiry is ‘In & Show aAll Enquiries
Progress’
Choice of analgesia in a patient allergic to lactose. ’3 | Dpen | [ |
In Tray Due Enquirer:  Smith Gill W—J Double click to open
Awaiting Authorisation Gt LS ___ enquiry, or right click
tray: enquiries waiting to Progre (2) Methotrexate ice for overdose 5 open |H to display a context
be aut_h_orlsed eg._tramee/ Due By: :  Berry John Allocated PRP l:l menu
technician enquiries are A waiting merks: Taken S8 on 08,01/2010
held in this tray 0 : (©® caamazepine - Yarious Advers N open ~L_]
Rep 0 Due By: Enquirer:  Pinder A Allocated IR \\ ,C°|°‘,”ed squares. .
. ] Luthorised Comments: Taken IR on 18/01/2010 identify who enquiries
Reply Authorised tray: are allocated to
enquiries that have been @ Nicotine replac t therapy in a Type I diabetic ’3 Dpen
authorised go in here. Help Required 0 Due By: 26,/01,/2010 irer:  Kennedy Michael Allocated S8 I
Comments; Taken AB on 22/01/2010
;I'hrainees_caréth_en (tjl'ﬁ)e'n @ Dose of diuretic for treating s in liver disease N open |H Click here to allocate
€ enquiry & give their Due By: Enquirer: T Allocated DWW l:l an enquiry to yOUI’S€|f
answer 0 a2 Comments: R on 17/01/2010 or someone else
@ ¥enlafaxine in a patient with mitral valve se
Help Required tray: Due By: Enquirer:  Waldron Tim .
Enquiries where the user - Comments: Taken S5 2\ Coloured Faces:
has requested help £ Bz wliries Summimzy - @ Atorvastatin And Erythromycin - Clinical Significance teraction? ’3
* Today Green = Non-urgent
~ : Due By: Enquirer:  Butler Caroline Allocated MM enquiries
This Week Comments: Taken DW on 25/01,2010
" This Month .
- o T e Amber = enquiries close
Quick Search: use to Received Complets to due by date
search for any in- 1 0
progress enquiries using Number shows how Red = overdue enquiries
words in title, question or Summary of Workload: helps to many enquiries are in
enquirer’s name see how many enquiries you’ve each tray
done that day/week/month/year
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Add enquirer details here:
you can add them
manually or select their
details from the
Individuals/Organisations
database

ﬂﬁi\e Edit  Windows Help

1} MiDatabank Demo - [Nicotine replacemeng

Research button: click here once all the Input data
has been added.

= ype I diabetic]

| Mew Enguiry || Wwork In Progress I Search || adv, Enguiries Search | Sam Smith {55 )

MI Research ]|

MI Answer h Completion ]

| Input h
Enquirer sSyrname

First Mames

[ rhanae [mame  Michael Kenneg

|Kennedy

”Michael 1ok

. . Contact for this Enquiry
Enter the enquiry details

Status

02423 6232323
here:

345 345435

put the title at the top & this

Route: ITeIephone

will automatically appear in

Due By: I 18:00 on 26 January 2010 j

Attachment 7

the Title box when you click A
“Auto Title”

Important Note: The patient Huestion

[2]] & S E

[——
[ remoe |

H (hour), D (day),

T (today)

X

_atabank ﬂ
Recorded Time:

Due: 26/01/201 00;13;00

Core Categories

[T «Others

™ Administration/Dosage
[ adverse Efferts

[T availability5upply

TmEanDinty of Injectables
™ Complementary Medicine
™ 1dentification
[T Interactions

™ non-clinical
[V Patient-Centre:

name and clinical details
should not be entered in
this section. These details
should only be entered in
the Clinical section below.

formation:

Can you use nicotine replacement therapy in a Type [ diabetic?

gat smokes on average 25 cigarettes a day. She h
dtement therapy and really wants to succeed this

Click “Auto Title” to
automatically put the first
sentence in the title box

—
1= =i ~| | M=

e help of nicotine
s well controlled.

|

W (week), M (month),

Set a “Due by” date for the enquiry:
click the arrow to view calendar or type in shortcuts -

You can overwrite the date & time manually as well

Add notes here so
that all users know
why a due by date
has been assigned to
an enquiry eg. GP
seeing patient on
Friday 24th June

" Prarmacedtc

™ Pharmacology/Pharmacokinetics
[ Preanancy, medicines in

™ Renal Disease, medicines in

[ Review

7 substance Misuse

I Tosicky and Toxicoloay

Title

Patient [ Medication

Add patient details in this

Nicotine replacement therapy in a Type I diabetic

ill Auto Title

tab.

Drugs can be found using
their chemical name, or
trade name.

section. Patient Name |Angela Bertram W He cr

NHS No: H%I_I ] K E

. i i hotes) Keywords
Important Note: The patient Hospital | 1]
details should only appear gy firth] (nane) =l | add.. || Remove |
in this section, and should Ge: [21 | Auto Keyword
nleVer .aptphear n a.ny Other ex: O Male © Female ™ unlicensed /OFf Label Remember to include UnitS as
ace in e enquir i e e & . .

p q y Is the patient pregnant? Yes No Unknown We” as flgures ie. Kg/stones,

Is the pregnancy continuing? ¢ Yes © No & Unknown

meters, etc
. hd|

The full national drug
dictionary (DM+D) is ||_ Show Helper  Status: In Progress []  Engno: 218 Taken By: AB on 22/01/2010 11:42:00  Alocatedto; | 55 [
available in the Medication e —

Click the ‘Show Helper’ to display the Helper
Panel that displays context-sensitive help
relevant to the type of enquiry being recorded

Allocate to Me: click here if you
need to open someone else’s
enquiry & add information

Select as many enquiry
categories as required

Use “Auto Keyword” to
automatically add
keywords to your
enquiry or click “Add”
to add them
individually. You can
delete any irrelevant
keywords if you wish.

Keywords are also
needed to search for
past enquiries

It is important to add
keywords in
preparation for the next
stage, doing Research
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Fig 5: Creating an Enquiry - Adding Research

The Research process consists of discovering suitable Research item(s), adding these to the Research Listing (shown on the left hand side) and then
adding additional information describing why each item is relevant to the enquiry. The diagram below provides an overview of how Research is

discovered.

i MiDatabank Demo - [Nicotine replacement therapy in a Type I diabetic]
Y File Edit Windows Help

=1l
-]

Quick View enables
details of the selected
item to be quickly

\| perused

\I Search Criteria

The Recommended
Sources tab contains a
ranked list of Sources
(eg books and web-
sites) that are suitable
for this category of
enquiry.

This is the Standard
Search Pattern (SSP)
for the chosen enquiry

category

| Mew Enquiry || wark In Progress || General Search || Adv. Enquiries Search | Sam Smith (55 ) M;Databank =
1. Clicking the ‘Add | Input h MI Research ]l MI Answer ]l Completion 1 Due: 26/01/201 Re;;:g;igme:
Research’ button
causes a search to be dd Research... | Search r Recommended Sources r Al Solrces I Add Research
done on the ,entlre Information__ - | pate Search For: ¥ Past Enqiies M FAQs ¥ Include Invalid FAQs [ Show Quick Yiew <
database’ using the [E ENF FBrltlsh Mational Formulary) — 23/01 2 Hits
category and keyword . o g Categories
data. B Completlon button: click here formation for Diabetics and 5Y ¥ Choice of Therapy/Indications fContra-Indicati

to complete workload data & Options for Type I diabetic M
archive the enquiry AND Keywords
B ¥ DIABETIC
2. Any matching FAQs ~. ,': NICOTINE —
or Past Enquiries are EPLACEMENT THERAPY
displayed
3. The selected item is
displayed in the bottom
blue box, ready to be
added to the Research =~ ™~
. . . . ~
Listing if desired. M~
The Research Listing q|
shows the research — N
done in chronological _ "N | 03 Y | 2
order. / Selected Item B
. anon for Diabetics and Swine Flue
Research can comprise <- Add to
of Past Enquiries, | = Rebedieh ETERERON|
A »

FAQs and Sources

I”' Show Helper  Status: In Progress ] Engno: 216 Taken By: AB on 22{01/2010 11:42:00 Mlocatedto; (55 []
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Click here if you want to
see the original question
when you are writing
your answer

}i MiDatabank Demo - [Nicotine replacement therapy in a Type I diabetic]

Y File Edt Windows Help

Fig 6: Creating an Enquiry - Answer

Page View enables you to view the
Answer, as it would appear on the
printed page

can

\\w Enquiry || Wark In Progress || General Search || Adv, Enqui)/

Sam Smith (55 )

The Answer

or saved

| Timeris on Mf,Data

be printed

Choose from the list of
pre-defined Letter
Templates (header and
footer)

MI Research

| put T|

[’ 7]

Completion

Time:
Dl 404

Use the “Research
Summary” to help you
write your answer.

You can copy and paste
from the Research
Summary section into the
Answer if you want to.

Use right click to copy
and paste, or the
keyboard shortcuts
<Ctrl + C> and <Ctrl + V>

Research Summary

Source: BNF {British National =}
Formulary)

Edition: online March 2010

URL: wewew . bnf.org.uk

Date Added: 23/01/2010
12:12:00

Source Notes:

Research:

placement therapy
d in diabetes mellitus,

are 3 main nicatine
cement patches listed:
orette, Nicotinell TTS and

Source: Martindale: The
Complete Drug Reference
Edition: online 2010

LIRL:

wewew medicinescomplete,com
Date Added: 24/01/2010
16:35:00

Source Notes:

Research:

Insert  For Table

* page
" Simple Yiew

Page Yiew Options

Save As., 4

Terplate: IMI Letter Termplate

Insert Special Fields ... 4

[Jze with caution in patients who
have diabetes mellituz Eene
abstinence not achieved w

[™ Show Helper 3

El\u"erdana ~ 10 ~|B 7 U |._§ = = == | 5% '|1T|I| " Full Height
] R N L B LB B . ~
- L L L L L |. L L L L L he
N
: ledia nes Trfo rmetio n
-4 Fhamnay —
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Insert Special Fields,
such as the Enquirer
Contact Address, Date,
Your Signature and pre-
defined Standard
Paragraphs

Click ‘Full Height’ to
maximise the display of
the letter.

ARV

Write your answer here

The pink areais to
document when and how
you have given your
answer to the enquirer.

The enquiry moves into
the “Reply Authorised”
tray for completion of
workload data later

left and riaht panels

Click & drag your mouse over here to alter the size of the

Updated June 2013

Add additional notes
about your reply here
Eg. answer also given to
Jan Smith (clinical
pharmacist) 24/6/10

" Research and Answer Complete There is no Answer | —

The Following data must be completed before

wou can click this button:
Route of Reply:- Reply Notes
™ Telephone I™ Reply Hot Possible =]
™ Letter ™ Answer no longer required
I wia Third Person

Fax
™ E-mail \I
™ Person
l:l EngMa: 216 Taken By: AB on 22/01/2010 11:42:00 Allocated to: 55 l:l Allocate to Me
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Workload Data

To help give a better
picture of workload,
assign a level according
to the complexity of the
enquiry

Level 1: Data. Information
only, from one or two
sources.

Level 2: Searches.
Multiple database and/or
textbook searches. Little
or no interpretation.
Minimal advice given

Level 3: Interpretation.
Primary literature
retrieval required.
Interpretation & advice
given. Specialist personal
knowledge. Analysis/
evaluation of data. Most
written answers.

Fig 7: Creating an Enquiry - Completion

"Ji MiDatabank Demo - [Nicotine replacement therapy in a Type I diabetic]
:j. File Edt Windows Help

| Mew Enquiry || wiork In Progress || General Search || Adv. Enquiries Search | Sam Smith {55 }

=10l
=18

M:Databank |-

Recorded Time:
01:59:37

Due: 26/01,/201

/

The Patient Anonymity
Panel signifies that any
data that uniquely
identifies a patient has
been entered into the
designated fields, and
that this data does not
appear in any other field.

Select enquiry Origin
from the drop down list

Print Enquiry. .. |

REPLACEMEMT THERAPY
SMOKING

Enquiry Follow Up/Notes

| Input T| MI Research T| MI Answer |E Completion
Origin:
Time Taken: ID =] in _ Accent System Time f<none:
MI Workload Data:
on time: ves Mo
Response Time: IUnder 1 Hour j
_ L| Enquiry Number: 216

Enquirylevel |Level ) 4d37ame2 bad 4158 8F bok7 3357203

Keywords DIABETIC
MICOTIME on 22f01/2010 11:42:00

Add... Remove |

Scan Question and
Answer for keywords:

Auta Keyword |

Edit Last Mate. .. |

Remaove Last Mote. ., |

Patient and Enquirer Data
1t is important that the Patient Marme and any Patient ID numbers only

=]

Add Note...

A\

Click here to display a
printable form of the
enquiry

Click on the arrow to
record the time taken
to reply to the enquirer

This is different than
the time spent
processing &
answering the enquiry
which is recorded
using the timer

appear in the space provided on the Input tab, Similarly, the Enquirer
Marme should only appear in the specific Enquirer Mame fields on the

Inpufab. = Enquiry Completed

compulsary data is missing

N

2rigin is not set
The Time Taken must be specified

firm that patient and enquirer identifiable data are only provided in
designated fields of this enquiry, and that it is not possible ko
fscover the identity of the patient or enquirer From information given in
vy other fields,

™ confirm Patient and Enquirer Anonymity

Competencies. .. |

" Show Help{\t\us: Reply Enabled

[x]

EngMo: 216 Taken By: AB

\w1 142,00 Alocatedto; | 55 || Allocate toMe
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_

Competencies for individual users can be
added to this enquiry to enable personal
development to be recorded.

Check this box when you have completed the
enquiry. This box will not be active until all
compulsory fields have been set. Any missing
data is indicated below the check-box.

Page 14

Use “Add Note” facility
to add any new
information after the
enquiry has been
answered.

e.d. “Enquirer phoned
back to say not due to
tetracycline. Patient
was secretly taking
diclofenac 200mg per
day Sam Smith
05/07/2010 16.24.”
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