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1 Introduction 
Follow-up schedules can be created and managed within NCIS.Chart. The purpose of this guide is to provide an 
overview of the Follow-up care section and provide instructions on how to view patient Follow-up lists for particular 
dates.  
NOTE: All screenshots in this Guide are from the Training and Test Environments of NCIS. All 
patients and hospitals are fictitious and are not intended to represent the identity, setup and 
functionality of real patients or facilities. 
 

2 How to access the Follow-up care section and which users can access it 
The Follow-up care section can be accessed by all NCIS users, by clicking the Follow-up care tab as indicated below: 

 

 

3 Appointment list in the Follow-up care section 
In the Follow-up care tab, a list of appointment dates for is displayed. The user can search by specific patient or can 
search using the filters. 
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4 Filtering the Follow-up care list 
In the Follow-up care tab, the top of the screen has some options, which allows the user to filter the list of Follow-up 
appointment dates. 

 

By default, the list will show the patients with Follow-up appointments scheduled for the hospital that the user has 
access to. It is also possible to: 

1. Search by patient name 
2. Filter by all, next 4 weeks, past 4 weeks, next 3 months, all future, all past dates, appointments from year 

xxxx 
3. All, Conducted follow-up appointments, Outstanding follow-up appointments. Note that if appointment is 

conducted before the scheduled date it will still appear as outstanding 
4. Letter Status (not currently formatted in the system) 
5. Personnel refers to doctor conducting Follow-up care. Currently this field is not displayed in NCIS 
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5 Opening and viewing a Follow-up appointment  
Double click on a Follow-up appointment to open and view the Follow-up form 
 
 

 

 

6 Editing and completing a Follow-up form 
Click on edit to allow user to end information on Follow-up form: 

 

 

If Follow-up conducted field marked ‘yes’ then date box appears where conducted date can be entered. If this field 
completed then Follow-up form marked as conducted and will be removed from outstanding Follow-up appointment 
list, as long as the scheduled date is not in the future. 
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Once the form is completed as required click the save button. 

 

 

This will bring the user back to the Follow-up care appointment list.  
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7 Calendar and Follow-up care missing options 
Follow-up care appointments can also be viewed on a calendar format. There are no filters options on this. To open 
the associated form click on the patient name. 

 

The final option is “Follow-up missing”. This searches every patient with the hospital and so is only useful if every 
NCIS patient requires Follow-up, which is currently not the case. 
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