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1. Adastra V3 overview  

1.1. Sele ct ing a Ca se 

 

When  view ing  the ôCases wa iting  for c linic ianõ sc reen,  the  informat ion  d isp layed  will norma lly 

include  the  follow ing:  

 

 

 

Case  number                  Unique  c ase number  assigned  to  the  c a ll when  it is rec eived  

Performa nce  Status      Co lour  c han ges over time a llowed  under  QR for triage  

Last contact  time           Time of  last fa iled  c onta c t at tempt  rec orded  in on-line  c linician  

Call -backs                      Number of  c a ll-ba ck s made  by  pat ient/ c a ller 

Ac tive time                     Date  and  time c ase rec eived  

Priori ty (Late st)              Late st pr iority  assigned  to  the c ase 

Case  type                       Type  of  clinical  assessment  offered  to  the  pat ient  i.e. Advice, Home visit 

Full Name                       First and  surna me of  the  pat ient  

Locked  by                       Userna me of  a  clinician  dea ling  with  the  c ase 

Age                                  Age  of  the  pat ient  

Sex                                  Gend er of  the  pat ient  

Address                          Current  loc at ion  addre ss of  the  pat ient  

 

To sele ct  a c ase, loc ate  the  c ase from  the  list and  doub le cl ic k. 

1.2. Viewing patient  deta ils 

 

The  Pat ient  deta ils screen  is d isp layed  as defau lt when  a  c ase is selec ted  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

The  pat ient  deta ils (de mogr aph ics and  c linical  prob lem) are  tho se ta ken  at  the  time the  c ase 

was  rec eived. Depend ing  on  what  informat ion  is ava ilab le for the  c ase the  follow ing  tabs may  

a lso be  ava ilab le:  

 

¶ Previous Encounters  

¶ Special Patient Notes  

 

When  dea ling  with  a  Base c ase you  will a lso ha ve the  follow ing  tab:  

 

¶ Previous Con sultat ion  / Advic e Only 

¶ Previous Con sultat ion  [Lock ed]  

1.3. Record ing a failed contact  att empt  

 

To rec ord  fa ilure  to  c onta c t a  pat ient  wa iting  for te leph one  ad vice, selec t the  Pat ient  det a ils tab.   

Click on the telephone icon      

 

 

 

 

¶ A screen  show ing  a  list of p revious c onta c t att empts for this c ase will be  disp layed  

 

 
 

¶ Click on the ôAddõ button, the following window will open  

 



 

 

 

 

¶ Type relevant comments in the ôCommentsõ section   

¶ Select the telephone number dialled from the list  

¶ Click on the relevant contact outcome (i.e. No Answer)  

¶ You will return to the contact attempt list where your failed contact will have been added  

¶ Click OK  

1.4. Viewing Previou s Enc ounters 

 

The  previous en c ounter  tab  pro vides a  list of any  pre vious c ases of the  pat ient  c a lling  the  out  of  

hou rs service. Click in the p revious cases ôrad io butto nõ 

 

 
 

 



 

 

Upper  window  - List of  c ases, d isp layed  by  de fau lt in reverse date  order;  the  top  c a ll is the  c urrent  

c ase. 

 

Lower  window  - Ca se summa ry of  the  c a ll high lighted,  as ent ered  by  the  c a ll hand ler. 

 

Click in the consultation summary ôradio buttonõ to see the summary details of previous cases in 

the last week,  month or year.  

 

 

 

1.5. Viewing full details  of a previous  enc ounter  

 

To view  deta ils of  a  pre vious en c ounter:  

 

¶ Selec t the  c ase from  the  list 

¶ Doub le cl ic k or p ress <Enter> 

Deta ils of the  pre vious en c ounter  will be  disp layed  in a  databa se sear c h view. To retu rn to  the  

p revious en c ounters  screen  c lick the X in the  top  right  of window.  

  



 

 

1.6. Spe c ia l Patient Note Information 

 

If you  ha ve selec ted  a c ase that  has a  spe cia l pat ient  note atta c hed  then  the  follow ing  d ia logue  

box  will appear:  

 

 

 

 

 

 

 

 

 

Select ôOKõ to view  pat ien t de mograph ics 

 

Select ôView Notesõ to open the special patient notes 

 

 

The  Spe cial  Pat ient  Not es tab  c an  be  selec ted  manu ally at  any time wh ile the  c ase is ope n. 

 

 

 

 

 

 

  



 

 

1.7.  The Current  Consultati on screen  

 
All c linical  informat ion  is rec orded  here  for your  c onsultat ion( s) 

 

1. Clinic ian  na me and  c on sultat ion  times. As a c linici an  you  will ha ve acc ess to  use on-line  

c linic ian. If you  a re logg ed  on  to  Ada stra  with your  own  user na me then your  na me shou ld  be  

d isp layed  in the  ôClinici an  Nam eõ field.  

The  ôCon sultat ion  start  timeõ for the  c on sultat ion  will be  taken as soon  as you  open  the  c ase from  

the  c ases wa iting  for clinician  list. The   ôCon sultat ion  finish timeõ will c on tinue  c ount ing  until the  

c on sultat ion  has be  saved.  

 

The Con sultat ion  note  fie ld , this section is divided into 4 areas:  

 

a.  History 

b.  Examination  

c.  Diagnosis  

d.  Treatment  

 

2 Enter ing  examinat ion  results ð Either enter free text information in the space provided or use 

the template buttons  (2A)  on the top right hand side of the screen that allow you to record the 

examination results for the patient  

 

3 Clinica l Cod ing ð All calls must be clinically coded on completion, click on the full list to 

access the list  of codes. The clinical codes ar e structured in an expandable list. To view the sub -

categories of the main list items click on the + symbol. It is also possible to use the search facility by 

typing a diagnosis in the ôSearchõ windowõ. Selec t and  add  a  c ode  in the same way  as if the  

sear c h field  were  used  

 

4 Action Buttons ð These will determine what happens to the case next (Finish, Forward, Lock, 

Prescribe, Appointment, Agency, Print)  
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1.8.  Prescribing  
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From the current cons ultation screen click on the  ôPrescribeõ button 
 
The Following Screen will present:   

 

 

 

 

 

 

 

 

 

 

 



 

 

The Adastra system will default to the Herts Urgent Care Formulary  

 

 

 

A sear c h field is available to allow you to search for an item/drug. To search for an item type the 

first three letters of the item/drug into the drug field  

 

 

 

 

The results will be displayed in an expandable list, use the + next to each item to expand.  

To select an item/drug double click on the name.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once an item/drug has been selected, the Quantity and Preparation fields will become 

activated and the doseage field displayed.  

 

Choose from the drop down list of standard pack sizes or enter a specific qu antity using the free 

text option.  

 

The standard preparation for the selected drug will be displayed in the Preparation field, any 

alternative preparations available can be chosen from the drop down list.  

          

Pack Information  

 

The pack information button opens a separate window and display the information 

relating to the standard packs available for the selected drug.  

 

 

 

 

 

 



 

 

  

Dosage  

 

Type a dos age into the box and then click ôAddõ. The doseage field recognises and translates 

common abbreviations e. g. tds. To ensure that the abbreviation is recognised you must ensure 

that it has a space either side. The ôAddõ button will not become available unless a doseage has 

been entered.  

 

To save the prescription and return to the current consultation screen sel ect how you would like 

to record the prescription:  

 

 

 

 

 

 

 

 

 

 

 

 

 

Print 

 

The prescription will be printed ready for issue to the patient. The system will ask that you confirm 

whether the prescription printed correctly, if the answer is ôNoõ the screen will remain open to 

allow you to try again or select one of the other options. If you select ôYesõ then the prescribing 

screen will close and return to the consultation screen.  

 

Record Handwritten  

 

Select this option when a prescription has been handwritten, an  example for when this may be 

the case is where a Clinician is working from a mobile computer. Details of the medication 

prescribed can be stored against the case once it is completed.  

 

Store for later  

 

This allows you to store the prescription for printin g at a later time. This button can also be used 

when a patient has presented with mulitple complaints, after dealing with one complaint you 

may want to record further clinical findings on the ôOn-Line Clinicianõ screen and then return to 

add further medica tions to the prescription.  

 

  



 

 

1.9. Issuing drugs  

 

Prescribe from Stock:  

To prescribe and subsequently issue drugs from stock, it is necessary for the cliniciam 

issuing the prescription to specift that they wish to rescribe from stock. To do this you 

must select the ôstock itemsõ option in the prescribing search criteria.   



 

 

Search for the drug by typing the first 3 letters into the drug search box:  

 

 

 

A list of drugs beginning with those letters will 

appear  

 

 

 

 

 

 

 

 

 

 

 

Click on the ô+õ symbol to the left of the drug mane to expand the list of preparations.  

 

The quantities of any particular drug that are held in stock will be displayed, as well as 

wheather the  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Double click on the required drug to select it. The dosage box should be pre -populated 

with the appropriate dosage instructions for the stock item. It is only possible to amen d  

the dosage instuctions for stock items, which have been marked to allow dosage 

change.  

 

 

 

 

 

   

Click on the ôAddõ button to confirm.    



 

 

The Drug will then be added to the right hand side of the screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

More drugs can be added by repeating the same precess.  

To remove a drug added by mistake, highlight the drug and click on the ôRemoveõ button.  

Click on the ôFinishedõ button and select whether to print or record hand written.  

 

At times when th ere is no available pharmacy open and the patient needs to start medication 

immediately then drugs can be issued from stock. You must still use the prescribe button but 

should select the ôRadio Buttonõ for stock items. 

 

 

 

 

 

 

When printing prescriptions for stock items the standard prescription form is overprinted 

to show that it is a non pharmacy script or FP10Prec.  



 

 

 

  



 

 

Immediate Stock Issue  

 

If prescribing clinicians issue drugs themselves, the ôimmediate stock issueõ screen will be 

displayed upon completing the prescribing screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Batc h Information and Batch Numbers  

 

The Drug/s to be issued will be 

dislayed in the drug box.  

 

 

 

 

 

 

 

The Batch Number of the drug issued to the patient should be confirmed by clicking on 

the appropriate batch number on the ri ght and clic king on the ôConfirm Detailsõ button.  

 

Once the stock isssue has been completed, click the  ôOKõ button.  

 

Stock levels at the relevant location will now be updated.  

 

If the patient no longer requires the drugs, select the ôNo longer requiredõ option from the 

list and click the ôConfirm Detailsõ button.  

 

When using an injection from stock please print the FP 10 and pass the whole form to the 

recpeptionist ensuring that you have ticked the ôImmediate Treatmentõ box.  

 

These procedures must be followed to enable the stock control system to work correctly.  

  



 

 

1.10.  Locking  and unlocking ca ses 

 

There are two types of locked c ase: 

 

Access Lock  

User Lock 
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Access Lock  ð When a clinician opens a case from the ôCalls waiting for Clinicianõ list, an 

access lock is placed on the case  

 

User Lock  ð When in a patient consultation you can lock the case for future attention by you by 

clicking the ôLockõ button. Record the reasons for locking the case, a quick text drop down 

menu is available in the lower section.  

Your Adastra user name will appear against the case in the ôLocked Columnõ. 

 

Unlocking a case  

 

To unlock a case locked by you, select the case and double click on the case. All previously 

entered clinical information will have saved and is available in a read only format in the tab 

named ôPrevious consultation lockedõ.  

 

Click on the ôCurrent Consultationõ tab to continue the patient consultation. 

 

If you attempt to unl ock a case that has been locked by another clinician you will receive the 

following warning:  

 

 

  

 

 

 

 

 

 

 



 

 

The window will display the username of the clinician that is dealing with the case along with 

the reason for locking the case.  

 

To view the details of  the case as read only select the ôDatabase Searchõ button. 

 

If there is a valid reason for unlocking the case select the ôContinueõ button and ôOKõ to return 

to the case . 

 

An example of when a case may need to be unlocked is if a clinician has nebulised a  patient 

but then called away to deal with an emergency and therefore unavailable to continue the 

consultation.  

 

Important information:  

 

Do not lock a case when you are triaging if you have the intention of calling the patient back as 

it is likely that thi s will cause the case to breach the time targets set. If you wish to call the 

patient back then select the ôForwardõ button and ôSecond Contact Adviceõ option. 

 

 

Agency  

 

 

 

 

 

 

 

 

 

 

 

This button provides the telephone and fax number of various organisations that may have ot be 

contacted by an OOH service, e.g. Hospitals and Social Services. It is useful to have quick access 

to this information, especially when a Clinician needs to admit a patient to hospital. The list is 

grouped by ôLocationõ by default, it may be easier to view by ôTypeõ to arrange this click on the 

ôShow by Typeõ button. 
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