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Docman 10 is a centrally hosted accredited solution.  For the purpose of familiarisation a 

Web URL will need to be used by your Practice. 

Docman 10 has been accredited for use with browsers Windows IE11, Google Chrome or 

Mozilla Firefox. 

To access your familiarisation application please follow the URL and instructions below: 

https://login.docman.thirdparty.nhs.uk 

This should then present the following screen: 

 

To access the familiarisation application all the log in details will be sent under 

separate cover. 

You will be given a number based GP reference to log in. There will be folders of 

documents, Tasks, etc numbered 01-99. Please maintain all your activities under the 

allocated GP number to save any confusion by any other users accessing the environment 

at the same time as yourselves. 

The information below is intended to give you an introduction to Docman 10. Further detailed 

information can be found on the Docman Help website, a link can be found from the home 

screen of Docman 10. 

Docman 10 is a web-based application, and as such allows users to utilise some browser 

functions.  

• The forward/back arrows will take the user back & forth through Docman. 

• F11 maximises the webpage, and will allow a more immersive experience for users 

• The mouse will activate areas of the page simply by hovering over the fields 

• Single Click operation for most functions increases response and handling times 

  

https://login.docman.thirdparty.nhs.uk/
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The Home Screen 

 

Using the Blue navigation / notification bar across the top of the page allows access to all 

areas of Docman 10 

     

Filing 

 

The Filing screen is accessible via this tile (the number on the tile also 

informs the user how many individual documents are in the filing screen 

available to be filed.) 

 

The filing screen is titled in the top left of the screen, and is split into 4 sections. Working left 

to right: pre-filing folders, document list, document viewer and filing actions. 

 

Pre-Filing Folders are a new feature. They can be used to define the origins/ destination/ pe 

 

TIP: The navigation / notification bar is available at the top of the screen at all times. 

Allowing notifications for the number of Documents in Filing screen / Total items in 

the Task Inbox to be visible. 

 

TIP: The processing format in Docman 10 is left to right in all screens. This will build 

confidence & consistency through the software as all screens will work left to right. 
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Only when a user selects a document, does the document appear in the document viewer 

panel. Once a document is chosen, more filing actions become available. 

 

 

 

 

 

To File a Document: 

By leaving the box ticked, Intellisense will assist the user in filing. 

 

A positive patient match is highlighted by the Patient ribbon showing the Patient demographics 

in blue beneath the Navigation bar. 

The findings are shown in the fields on the right. The [i] (Intellisense findings) will change 

colour to green if there is more than one choice for the user to pick from. 

 

Users can overwrite the choices by typing in the fields. Any items in the picking lists behind 

those fields appear as users type into the fields they wish to change. 

 

TIP: Intellisense – All instances of Docman now have Intellisense included. There are 

no license limitations. Intellisense is utilised on all Patient documents whether the box 

is ticked, or not.                                                                                       

 

TIP: The document is always visible on the left of the screen. 

Only fields marked by * are mandatory. 
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To send a document for review by another user, Create Review allows you to choose to file 

the letter or file it into the patient’s record in Docman 10. 

Add to Document Clipboard allows a user to send for review, multiple documents to another 

user/group as required, rather than one at a time. 

Saving the document will Save it to the patients record, and if selected, it will then prompt you 

to send it to a User/Group for review. 

 

Click Add 

Reviewers to choose multiple users or groups. Or use Workflow Templates from the dropdown 

menu above. 

 

 

 

Click Start to send the document for review 

  

TIP: You are unable to add Users AND groups to a Review in one level. However, you 

can add multiple users to a review. Or use a defined group instead. 
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Tasks 

Click on Tasks tile on the Navigation bar this will take you to your Task Inbox 

  

 

The tasks are listed on the left, displayed in the middle and the Actions are on the right of the 

screen. As per the left to right working methods previously highlighted. 

The chosen task will be highlighted by a halo, and the document displayed in the viewing 

panel. 

Any actions available are listed on the right. 

Show Activity  

This will open the audit of the document relating to the task this user has been given. This will 

open another panel on the right. 
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You can hide this by using the Hide Activity option. 

Quicksteps, Actions and Comments are available in the fields by making them favourites, 

otherwise they are visible by clicking on the … on the right. 

To make a favourite, click on the … next to Quicksteps / Actions / Comments

 

By clicking on the star outline and filling it in, this will define the item(s) as a 

favourite. 

This will make the item appear on the front screen.  

From Task Inbox, users can CC, forward, Pause, Stop and Decline Tasks, under More Actions 

Annotations can be added to the document, as per the filing screen. 

View Documents will link to the rest of the chosen patients letters in Document Viewer screen. 

(See below) 

Patient / Document Search 

Using the Quick Search field in the Navigation bar, users can 

search for both patients and within the content of documents 

in Docman 10. 

As you type into the search field, further advanced search options become available. 
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Results are paged, and displayed in lists. 

 

A more detailed search will display a more refined list of results. 

Document content can be searched by using Patient Documents in the dropdown menu. 

 

 

 

 

 

Using ‘Fracture Left’ and ticking the ‘Include Document 

Content’ box I have been presented with these results. 

 

 

TIP: Users can search by DOB, surname, first name, or a combination of ALL 3 for 

flexibility. 

And all English (UK) DOB formats are accepted 
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Once a user has chosen the patient, the Patient Documents screen will be shown. 

Once a document has been selected the screen will populate the document viewer panel 

and all actions available to the user are shown on the right. 

 

Document Actions on the right will show: 

• Show Clinical System - Displays the patient record in the chosen Clinical System.  

• The ability to download and use the local functions to  

• View History – Displays the audit trail 

• Filing Details – Allows a user to edit details 

• Change Folder – Allows the user to change folder  

• Add to Clipboard – Allows copy/move 

• Delete – Allows the user to delete (Permission is defined by Roles) 

  



Familiarisation of Docman 10  
 

Copyright ©2000-2017 by PCTI Solutions Limited                  

Discussions  

A user can create a discussion in Docman 10 

by clicking on the Create button in the blue 

Navigation/Notification bar.  

 

By adding in the users, giving the discussion a title and the first of any content, then clicking 

send. This will send the discussion into the users Task inbox, alongside their patient-related 

tasks, and any system notifications that they may receive. 

 

In a discussion, users can discuss anything, however most usefully the system will allow a 

user to link a patient entry, a patients document, 

as well as non-patient documents and items in the 

Apps, such as Birth & Death register.  

Users can add comments, tasks and further links to other items/patients/documents as the 

discussion goes on.  
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Filing non-patient documents 

Documents can be filed to any one of the Apps, library, Surgery & Secured Documents that 

the practice use currently.  

To do this, the user would define the App or library area 

in the initial filing screen.  

 

 

Please Note. Intellisense is not applied to non-patient documents to assist filing. 

Intellisense is a tool to assist the accuracyy and speed of a Patient document to be 

filed. 

Documents filed into the Document Library – which includes the Apps, and all areas of the 

Library can be found by using the shortcut in the Navigation bar or by using the Quick 

Search, and choosing Documents Library. 

This will then show the user this screen and allow them to search the whole library, or filter 

and search by titles, tags and folders. 

ByTags By Folder  


