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Introduction 

New features have been added to Docman to allow more control of document visibility to 
patients via Patient Facing Services (PFS). Users will be able to make a decision at the 
point of filing or in workflow as to whether the document should be made visible or if they 
would like to prevent the visibility to the patient. 

Please read this user guide to understand how to use the new features in Docman 10.  

 

 

For Docman 10 customers integrating with the EMIS Web clinical system, Docman 10 

has functionality designed to allow you to control the Patient Facing Services (PFS) 

visibility of a document. 

 

• If a document has pending tasks (and visibility status is not pre-selected), this will be 

filed with a ‘provisional’ status, meaning it is not visible to patients accessing EMIS 

online services 

• Whilst completing the task the visibility status needs to be selected manually  

• If this is not done, and when task is completed, visibility will automatically default to 

visible (non- provisional) 

• If a visibility status has been selected and later needs to be changed this is possible 

through EMIS only 

 

PFS Statuses 

A document can have one of three PFS statuses at any given time: 

 

1. Provisional 

The document has been filed into EMIS Web via Docman, but has 

outstanding Tasks within the Docman 10 Workflow, and no PFS Visibility has 

been set. Not visible to patients using EMIS Online Services. 

 

2. Non-Provisional and Visible 

The document has been filed into EMIS Web via Docman, and either has 

been manually set as visible to patients within a Task by a Docman 10 user, 

or no visibility was set, but it was automatically set as visible when all 

outstanding Tasks within the Docman 10 Workflow were completed. Visible to 
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patients using EMIS Online Services. 

 

3. Non-Provisional and Non-Visible 

The document has been filed into EMIS Web via Docman, and has been 

manually set as not visible to patients within a Task by a Docman 10 user. Not 

visible to patients using EMIS Online Services. 

This guide advises you on how you can manage the PFS Visibility of a document in 

Docman 10. 

Docman Annotations 

Important 

As Docman is unable to update any attachments that have already been sent to the Clinical 
system any annotations made top the document after the point of filing will only be visible in 
Docman. 

For example, if a Redaction or Erasure is made to the document during workflow / in a 
task this version of the document is not what the patient will see. They will only see the 
original document that was sent to the clinical system when it was initially filed in Docman. 

 

Filing Documents 

When initially filing a document and adding a link to it to EMIS Web, you will have the 
choice of whether to create a Workflow, by selecting either “Start Review immediately after 
filing” or a specific Workflow Template (from the “Review using a Template” list).  

If you do this, the document will be filed as “Provisional” for now, and you’ll be able to 
determine its PFS Visibility during the Workflow (more on this in section “During a 
Workflow”). 

Filing – No workflow required 

When a document is filed in Docman with ‘No Review required’ and the ‘Add Document link 
to EmisWeb’ tick box is selected, users will be presented with a new option: Visible to 
patient (via Online Services). 

By default, the Visible to patient tick box is selected. 

Users must deselect the Visible to patient tick box if they wish to prevent the document 
being made visible to the patient. (Once a decision has been made in Docman if a change 
to the visibility is required, this must be actioned within EMIS see EMIS Web Knowledge Base 

https://www.emisnow.com/csm?id=kb_article_view&sysparm_article=KB0065215&sys_kb_id=133f01a81b0e20106281fcc1cd4bcbd8&spa=1
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for guidance). 

 

Ticking “Visible to patient (via Online Services)” will set the document to “Non-Provisional 
and Visible” upon completing the filing process, whereas not ticking it will set it to “Non-
Provisional and Non-Visible”. 

If the user prevents visibility to the patient, the icon below will display in EMIS against the 
document entry. 

 

 

 

Filing – workflow required / review required for decision on visibility 

 

If a user is not authorised or is unable to make a decision regarding online visibility, they 
have the option to send the document in a review task to another user to action as 
appropriate. 

It is advised that the user should add an instruction to the task to inform the recipient that a 
decision is required for patient visibility via online services. (*See below for guidance for 
adding new instructions) 
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As the document has been sent on for review, the entry in EMIS is marked as provisional 
and the document is not visible to the patient. 

 

 

 

1. When the task recipient clicks on the task, the instruction will display on the task 

card 

 

2. The task recipient is presented with the ability to allow or prevent visibility. If a 

decision is made, no other user in the workflow can make a decision in Docman. If 

no selection is made and they are the final user in the review task workflow, by 

default the document will be made visible 
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During a Workflow  

When a document is sent in a task/workflowed in Docman and the ‘Add Document link to 
EmisWeb’ tick box is selected, the filer will not have the option to make a decision on the 
visibility. 

The task recipient will have the option to set the PFS status of the document manually 
during any Review Task. These options appear within the “Actions” pane on the right-hand 
side, under “Online Services”, as follows: 

 

• Allow viewing of this document 
Sets the document’s PFS status to “Non-Provisional and Visible”. 

 

• Prevent viewing of this document 

Sets the document’s PFS status to “Non-Provisional and Non-Visible”. 

 

 

If someone has chosen the PFS status of a document already, these options will no longer 
appear subsequently for the document. If a decision is made, no other user can change the 
visibility setting from within Docman.  

As mentioned in the Introduction, if nobody chooses a PFS status during a Workflow, then 
upon completion of the final Task in the Workflow, the document will automatically be set to 
“Non-Provisional and Visible”. 
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Managing Previously Filed Documents 

If a document has already been filed to EMIS Web, some activities in Docman 10 can affect 
its PFS status within EMIS Web. This section explains how to manage this process. 

Using the Clipboard to Move or Duplicate Documents 

If you add a document to the clipboard using the “Add to Clipboard” option, you will be able 
to subsequently either duplicate the document, making a copy of it in both EMIS Web and 
Docman 10, or move it, retaining the existing document, but adding a new copy of it in 
EMIS Web. 

Note: If you move a document in Docman 10, but you move it within the same patient 
record, a copy won’t be added to EMIS Web, but if you move it to a new patient, then a 
copy will be added 

. 

 

As a new document will be created in EMIS Web in either scenario, you will receive a 
prompt asking you which PFS status you want to set for the new copy of the document in 
EMIS Web: 

 
 

Selecting “Visible” on this prompt will set the document’s PFS status to “Non-Provisional 
and Visible”, whereas selecting “Not Visible” will set it to “Non-Provisional and Non-Visible”. 
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If duplicating the document, you’ll simply receive a notification that the duplication process 
was successful once the document copy is added to EMIS Web: 

 

If moving it to a new patient, you’ll also receive a notification once the document copy is 
added to EMIS Web, but you’ll also be warned to delete the document from the previous 
patient there, as Docman 10 is not able to delete it from EMIS Web directly: 
 

 

In order to prevent unintended patient access to a document which is not theirs, if the 
document on the previous patient was set to “Provisional”, Docman will automatically set it 
to “Non-Provisional and Non-Visible” in the meantime. 

 

Updating Document Filing Details 

If you edit a document’s details using the “Filing Details” action from the patient document 
record, you will be able to re-file it to EMIS Web as a new copy by ticking “Add Document 
Link to Emis Web”.  

If you do this, you’ll be able to choose its PFS status as though it was a newly filed 
document, but does not require a review, as defined in the “Filing Documents” section:  
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Docman 10 Desktop Application 

 

If a user does not have the latest Desktop Application, or no Desktop Application Installed 
you will receive the following pop-up notification when attempting to perform any actions 
that update the clinical system.  

 

 

 

Please ensure that you click on the DTA Update notification within the Resource Centre to 
assist with checking the version and installing the latest Desktop Application if required. 

For any documents that are actioned by a user that does not have the correct Desktop 
Application installed, updates to the clinical system will be place into a temporary holding 
queue.  
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Audit in Docman 10 

The audit will record the decision made on patient visibility in the document history section. 

 

 

 


