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Introduction

This guide will show you how to set up the DXS built-in email client, which can be
configured per user or practice wide to align with the way your practice manages
email referrals.

Instructions

1. Open DXS Point-of-Care and click on the ‘Options’ button located in the main
toolbar.
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2. Within the ‘General’ tab, scroll down to the ‘Email’ section and ensure that the
‘Use built in Email client’ option has been selected.
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3. Click on the ‘Email’ tab.

Monochrome Ima
{2} Colour Images

&4 View Al - GREEN, Patricia Ginny (Mrs) - x
/ ; A
Yl - EARS O (7
Home. Ednca\-n Fm[gsnnal Medicines  Services  Fomms level COWID-18 CCG Content | FDPlog  Read Lookup Optnns Tools Help Feedback
| All Publishers -][ % Protessional | [search #7102
T3 My Favourites ~ =
? & v ey =5 % F | .
2 o v v 4
G X L = : “ @
@ Practice Content . Preferences. x
VE‘D)::SM Department = General  Print=- Signature Updating Plugins Conduits
¥ ancer
> |} Falis Prevention ¥ " +ivity Timeout
> |} Frail Elderly t:a"s‘;;“;”"““ - [10 ]2 minutes
Y Frail Elder!

I minutes

lzcal Email client (e.
built in Email client

O View Al - GREEN, Patricia Ginny (Mrs)

f.’ﬂa‘é:-(?

i_"'
Home Edut:atnu Pmlgsmu\ Medicines  Servioes

\\\7

orms. Tvave\

COVID18 GGG Content

i

FDF Lop

| All Publishers

¥ Professional

T My Favourtes
7 Recent
3 Practice Content
~ £F DS Medis
» |} Cancer
» | | Falls Prevention
> | | Frail Eiderly
§ Accident and Emergency
§ Alerts
§ Allergy and Immunology
§ cancer
Y Cardiovascular
§ Cardiovascular Disease
| carers
§ community Services
} coronavirus
! Dental and Oral Health
§ Dermatology
| Diabetes.
| Diagnostics
§ Diet and Nutrition
§ Eiterly Care
Y End of Life and Paliative Care
} Endocrine disorders.
§ Endocrinology
Y Ent
§ Fertilty
} Forms and Protocols
| Gastroenterology
} Gastrointestinal Disorders
§ Gender identity
Y General

A~

an Email  Organise H

7

y\; Prefere

‘ & View All | i Diagnosis

Department

\ Falis Prevention
A Frail Eiderty

General

Prim:

X

= .
Search - 2RI
@rPrf

Eng

Op

¥ Loggin,
O Enab.
Automat,

I Ccaching

Local caching

ry Language

Printer Email

Header &

[15) MULLINS, Mercer (1) | Partner Test CDB25391 | System Administrator, Clinical Roke|

H /2 Type here to search

a ( © 2020 DXS International plc - All Rights Reserved.

%) ENG




4. The DXS Point-of-Care built-in email client can be configured per user or
practice wide.

5. As an administrator, you will need to enter the practice email address and
password, or the practice manager’s email address and password.

6. The relevant email address will need to be entered in the ‘Send as’ text box.
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7. As well as the ‘Authenticate as’ text box.
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8. If replies are to be sent to an alternative mailbox, enter a reply-to email
address in the text box provided.
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9. You can apply these settings practice wide.
10.  Click on the ‘Admin Options’ tab.
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11.  To prevent other users from changing the settings you have entered, untick
‘Allow Users to override Practice Email with own Email Address’.
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12. A notification will appear confirming that the entered account details will be
saved practice wide.
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13.  To change the wording of the default message sent with every email, enter
the preferred text in the ‘Default Email Message Override’ text box.
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14.  If left blank, the user’s own default message will apply.
15.  To apply the changes practice wide, tick the ‘Check this box to apply these
settings as Practice Wide, overriding any User settings’ option.
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16.  Please note that the check box will need to be ticked each time the practice

email address and password is changed.
17.  Select ‘OK’ to save these settings.
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18.  Itis important to send a test email to confirm that the provided details are

correct.

19. Select a document and click on the ‘Email’ button located in the toolbar.
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20. Enter the test email address and select ‘Send’.
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21. A notification will appear to confirm that the email has been sent successfully.
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Support

0800 028 0004 (option 1)

@ support-uk@dxs-systems.com

@ dxs-systems.co.uk

Training

0800 028 0004 (option 2)

@ training@dxs-systems.co.uk

@ training.dxs-systems.com

a ( © 2020 DXS International plc - All Rights Reserved.



