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1. Adastra V3 overview 

1.1. Selecting a Case 

 

When viewing the ‘Cases waiting for clinician’ screen, the information displayed will normally 

include the following: 

 

 

 

Case number                  Unique case number assigned to the call when it is received 

Performance Status      Colour changes over time allowed under QR for triage 

Last contact time           Time of last failed contact attempt recorded in on-line clinician 

Call-backs                      Number of call-backs made by patient/caller 

Active time                     Date and time case received 

Priority (Latest)              Latest priority assigned to the case 

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

Full Name                       First and surname of the patient 

Locked by                       Username of a clinician dealing with the case 

Age                                  Age of the patient 

Sex                                  Gender of the patient 

Address                          Current location address of the patient 

 

To select a case, locate the case from the list and double click. 

1.2. Viewing patient details 

 

The Patient details screen is displayed as default when a case is selected 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

The patient details (demographics and clinical problem) are those taken at the time the case 

was received. Depending on what information is available for the case the following tabs may 

also be available:  

 

 Previous Encounters 

 Special Patient Notes 

 

When dealing with a Base case you will also have the following tab: 

 

 Previous Consultation / Advice Only 

 Previous Consultation [Locked] 

1.3. Recording a failed contact attempt 

 

To record failure to contact a patient waiting for telephone advice, select the Patient details tab.  

Click on the telephone icon      

 

 

 

 

 A screen showing a list of previous contact attempts for this case will be displayed 

 

 
 

 Click on the ‘Add’ button, the following window will open 

 



 

 

 

 

 Type relevant comments in the ‘Comments’ 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 Previous Encounters 

 

The previous encounter tab provides a list of any previous cases of the patient calling the out of 

hours service. Click in the previous cases ‘radio button’ 

 

 
 

 



 

 

Upper window - List of cases, displayed by default in reverse date order; the top call is the current 

case. 

 

Lower window - Case summary of the call highlighted, as entered by the call handler. 

 

Click in the consultation summary ‘radio button’ to see the summary details of previous cases in 

the last week, month or year. 

 

 

 

1.5. Viewing full details of a previous encounter 

 

To view details of a previous encounter: 

 

 Select the case from the list 

 Double click or press <Enter> 

Details of the previous encounter will be displayed in a database search view.To return to the 

previous encounters screen click the X in the top right of window. 

  



 

 

1.6. Special Patient Note Information 

 

If you have selected a case that has a special patient note attached then the following dialogue 

box will appear: 

 

 

 

 

 

 

 

 

 

Select ‘OK’ to view patient demographics 

 

Select ‘View Notes’ to open the special patient notes 

 

 

The Special Patient Notes tab can be selected manually at any time while the case is open. 

 

 

 

 

 

 

  



 

 

1.7.  The Current Consultation screen 

 
All clinical information is recorded here for your consultation(s) 

 

1. Clinician name and consultation times. As a clinician you will have access to use on-line 

clinician. If you are logged on to Adastra with your own user name then your name should be 

displayed in the ‘Clinician Name’ field. 

The ‘Consultation start time’ for the consultation will be taken as soon as you open the case from 

the cases waiting for clinician list. The  ‘Consultation finish time’ will continue counting until the 

consultation has be saved. 

 

The Consultation note field, this section is divided into 4 areas: 

 

a. History 

b. Examination 

c. Diagnosis 

d. Treatment 

 

2 Entering examination results – 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 Clinical Coding – All calls must be clinically coded on completion, click on the full list to 

access the list of codes. The clinical codes are 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 ‘Search’ window’. Select and add a code in the same way as if the 

search field were used 

 

4 Action Buttons – 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 consultation screen click on the ‘Prescribe’ button 
 
The Following Screen will present:  

 

 

 

 

 

 

 

 

 

 

 



 

 

The Adastra system will default to the Herts Urgent Care Formulary 

 

 

 

A search 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 quantity 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 dosage into the box and then click ‘Add’. 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 ‘Add’ button will not become available unless a doseage has 

been entered. 

 

To save the prescription and return to the current consultation screen select 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 ‘No’ the screen will remain open to 

allow you to try again or select one of the other options. If you select ‘Yes’ 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 printing 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 ‘On-Line Clinician’ screen and then return to 

add further medications 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 ‘stock items’ 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 ‘+’ 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 amend 

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

change.  

 

 

 

 

 

   

Click on the ‘Add’ 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 ‘Remove’ button.  

Click on the ‘Finished’ button and select whether to print or record hand written.  

 

At times when there 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 ‘Radio Button’ 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 ‘immediate stock issue’ screen will be 

displayed upon completing the prescribing screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Batch 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 right and clicking on the ‘Confirm Details’ button.  

 

Once the stock isssue has been completed, click the ‘OK’ button.  

 

Stock levels at the relevant location will now be updated.  

 

If the patient no longer requires the drugs, select the ‘No longer required’ option from the 

list and click the ‘Confirm Details’ button.  

 

When using an injection from stock please print the FP10 and pass the whole form to the 

recpeptionist ensuring that you have ticked the ‘Immediate Treatment’ box.  

 

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

  



 

 

1.10.  Locking and unlocking cases 

 

There are two types of locked case: 

 

Access Lock 

User Lock 
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Access Lock – When a clinician opens a case from the ‘Calls waiting for Clinician’ list, an 

access lock is placed on the case 

 

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

clicking the ‘Lock’ 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 ‘Locked Column’. 

 

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 ‘Previous consultation locked’.  

 

Click on the ‘Current Consultation’ tab to continue the patient consultation. 

 

If you attempt to unlock 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 ‘Database Search’ button. 

 

If there is a valid reason for unlocking the case select the ‘Continue’ button and ‘OK’ 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 this will cause the case to breach the time targets set. If you wish to call the 

patient back then select the ‘Forward’ button and ‘Second Contact Advice’ 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 ‘Location’ by default, it may be easier to view by ‘Type’ to arrange this click on the 

‘Show by Type’ button. 
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Close the screen using the X in the top right hand corner. 

 

Note: There is an agency information button available in the Database box on the left hand side 

of the screen. The information behind this button is the same however if you use this button whilst 

you have a case open you will lose all clinical information. 

 

 
Printing Case Details 
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It is possible to print a copy of all case details, including consultation notes. These can be used as 

a referral letter should a patient be admitted to hospital. When the print button is clicked, 

nothing will happen until the case is completed and closed. 

 

1.11.  Booking an appointment 
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Once the notes are complete select ‘Forward’ and choose the option ‘Come to Centre’ and 

give the case a priority. Click ‘Next’ to sent the call to the ‘Cental Booking’ Queue. The 

following screen will be displayed:  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1.12.  Using the Forward button 

 

The purpose of the ‘Forward’ button is to move a case from the triage pool to either the 

database if the case has been completed as Advice or to the treatment pool (for a 

Base or Home Visit)  

 

 

 

 

 

 

 

 

 

 

If the case is to be passed to a Base for a face to face consultation then follow the instructions 

in ‘9.11 Booking an appointment’. 

 

If the case is to be passed for a Home Visit then select ‘Home Visit’ and select an appropriate 

priorty. Cases for Home Visits will disappear from the screen as they are sent to HQ where a 

dispatcher will send to the appropriate car. 

 

1.13. Finishing a case 

 

Once you have completed the case you must finish it on the system. Click the ‘Finish’ button, a 

warning will alert you that you are about to finish a case.  

 

 



 

 

Click ‘Next’ to continue with finishing the case or ‘Cancel’ to return to the consultation. 

Selecting ‘Next’ will open the Informational Outcome window. 

 

 

 

 

 

 

 

 

 

 

 

 

 

You must select the box next to as many informational outcomes as appropriate, you must 

select at least one. Any additional comments can be entered into the lower window. 

 

1.14.  Editing a case that has been closed 

 

From the Clinicians options box on the left hand side of the screen, select ‘Recent Work’. 

 

 

 

 

 

 

 

 

 

The recent work module displays all cases that the user has worked on in the last twelve hours 

and enables them to edit information that has been entered. 

 

You can edit any part of the consultation, including prescribng but only in cases that you have 

personally dealt with. 

 

When you select ‘Recent Work’ the following screen will open: 

 

 

 

 

 

 

 

 

 



 

 

Select the case that you want to edit, open and click ‘End Consultation’. Once you are 

finished click ‘Complete’ in the bottom right hand corner of the screen. 

 

Informational Outcomes can now be changed if necessary, if they do not require amending 

select ‘Next’. 

 

Finally go to the ‘General Edits’ tab and click Update in the window that opens. This is 

extremely important as it will save your changes. 

  



 

 

2. V3 Aremote overview 

 

You will need to use a combination of the stylus and various keys to navigate the screens. The 

term ‘Touch’ in the instructions below refers to the use of the stylus. 

 

Cases are not automatically printed, however case details can be printed by touching the 

‘Print’ button found on the patient consultation screen. 

 

When a case is sent to the car there will be an audible alarm that repeats intermittently until 

the case is acknowledged. You can acknowledge the case by touching the small box to the 

left of the case details or by opening the case. 

 

2.1.  Logging in 

 

 The system login is aremote 

 Located on the back seat of the car is a printer/charger that displays one green light 

 Press the switch to display three green lights 

 Press the switch on the right hand side of the screen 

 Wait until system is fully booted 

 Wait for GPRS is now connected to appear on the screen 

 Touch Aremote V3 icon 

 Press Enter 

 Wait for the login screen to display 

 Enter your user name and then the Tab or Enter key 

 Enter your password and press Enter 

 

 

 

 

 

 

 

 

Press Enter to access the outstanding cases 

  



 

 

2.2. Case list screen  

 

If the bar in the top right hand corner is green then you have signal, if signal is lost the bar will 

turn red. 

 

 

 

 

 

 

 

2.3. Dealing with Home Visits 

 

Recording en Route Time 

 

 

 

 

Touch the En Route button for the case that you are on the way to visit, only mark the case 

that you are visiting next as V3 will only display the most recently time stamped case on the 

Dispatchers screen. 

 

Recording Arrival Time 

 

Clinician arrival time can be recorded from the case list screen or from within the open case 

by touching the Arrived box. 

 

 

 

 

 

Case List 

 

 Using the up/down keys to select the case to be dealt with 

 Touch Open or key Enter, if the arrival time was not entered on the previous screen then touch 

the Arrive box. 

 When you are about to leave the car to commence the visit the Start box must be touched. 

 

Times can be backdated by double clicking in the grey space 

below any of the three buttons. A dialogue box will open where 

you can alter the times, use the up or down arrows to adjust or 

overtype the time. 

 

 

 

 



 

 

 Once you are finished, touch OK. 

 On returning to the car after visiting the patient touch the Finish box 

 Touch the consultation tab and enter the clinical details 

 Use Tab or use the stylus to move between the main boxes 

 

Recording Consultation Details 

 

A Clinical code must be entered when completing a case. 

 

 Touch the Code select box and type in part of body affected 

 Select OK 

 Touch the appropriate code 

 Select OK 

Clinician to use the prescribe button to record drugs that have been issued either from the 

stock in the car or with a prescription. Make a note in the treatment box detailing items 

issued. 

 

To open the details for a particular drug to find the various strengths etc. it is necessary to 

touch twice on the + beside the drugs name. 

 

Completing the consultation 

 

Once the consultation is complete, touch the Finish case button to forward or complete the 

case. 

 

Select an outcome using the up/down key and then touch OK,  please note that only one 

outcome can be selected. 

 

2.4. Dealing with Triage from the car 

 

In the outstanding calls list any cases that require triage will be identified with an ‘A’ in the 

column next to the case number. 

 

It is possible to see the case summary by hi-lighting the case, the summary will display at the 

bottom of the screen. 

 

On opening the case a time will be entered under the green start box. 

 

 Touch and click on the current consultation 

 On completion of the telephone conversation with the patient touch and click ‘Finish’ 

 Type up the consultation notes 

 Add a clinical code if the case is being closed 

 

 

 



 

 

Completing the case 

 

Touch and click on Finish 

 

If the case is to be finished then select the appropriate outcome i.e. one of the finish advice 

options. 

 

If the case requires a visit then select from either ‘Retain in Vehicle’ if your car is to complete 

the visit or ‘Return to HQ for visit’ if a visit is required but to be completed by another car. 

Please inform the shift manager if this option is selected. 

 

If the case requires a base face to face consultation, select ‘Return to HQ for Base 

Consultation’. Please inform the shift manager if this option is selected. 

2.5.  Logging off 

 

To finish the current V3 Aremote session click the Log Off button 

 

 

 

 

 

 

You will then be presented with the Logging in screen 

 

 

 

 

 

 

 

If another user is logging into the system they can do so from this point. 

 

Do not log off if you have a case on the system that is only partially complete. The Finish 

button must have been pressed and the case completed, if not all data will be lost. 

 

If you wish to completely shut down you must click on the Shutdown button. This will take you 

back to the main screen. 

 

Touch Start and then Shut Down and then OK when you are prompted to check that you wish 

to shut down. 

 

Press the switch on the printer/charger so that only one green light remains.  


