Sorting and Filtering Visits
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Overview

In Total Mobile visits will always display in time and date order; by default, the earliest scheduled
visit of the day will display at the top of the Visit List. When the visit has been completed it will no
longer display on the Visit List. There may be times when you need to see completed visits
displayed either in the visits list or in the calendar area

Change the Visit View in an iPad

Amending the Visit display can only be done via the Visits screen

e Tap the Visits icon Q

e Tap the Options icon L (bottom, right of Visits column)

The Options screen will display

Filter

New: visits which have never been arrived == Jzeowe moe
21845226_1228758 ==
Outstanding: visits which have been R

H 08:30 , Baljinder.. CUtstanding v
arrived but not yet completed 2 sharbouioa ond o
21845488_1947837 History i
New w
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os00 | FERRIS, Christine, (... Due Date
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21845750_1113730
New

By default New and Outstanding are R oferonce

o930 | OLASZ, Islan, (Mr)

ticked 55 Minstead Road
21846012_1124240 Only Show Unscheduled Visits

New
Appointment Type: Follow:

e To view completed visits, tap History, a o2 FeBRUARY 2021
tick will now display o500 | ARMSTRONG, Tany...

26 Wiggin Street
21845225_1228758
New MT

e Tap Done (top right)

Q = Today
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The completed visits will now display in the Visits list in grey
To hide completed visits

e Tap the Options icon

e Tap to remove the tick against History

e Tap Done

Group By

By default, visits are grouped by Due Date and displayed in Descending order. This means visits
for the same day are grouped together and are displayed with Todays visits at the top of the list.

It is not advised that Group by settings are changed
Sort

By default, visits are sorted by Reference and displayed in Ascending order. This means that
visits for the same day are sorted to display in the same time order as they have been booked in
RIO, the earliest appointment first.

It is not advised that Sort settings are changed

Show Only Unscheduled Visits

Most visits are booked in advance in RiO and are gathered by Total Mobile overnight. When the
iPad has an internet connection and synchronises with RiO the following morning, these visits will
display in the Visits list.

If a visit has been booked for you in RiO ‘Today’ it is known as an Unscheduled Visit in Total
Mobile (some services call this ‘emergent work’). If your iPad has an Internet signal, unscheduled
visits will display in the Visit list in Total Mobile shortly after they have been booked in RiO.

e To view ONLY the unscheduled visits, tap Only Show Unscheduled Visits, a tick will now display
e Tap Done (top right)

Only the Unscheduled visits will now display in the Visits list

To view all the visits again

e Tap the Options icon

e Tap to remove the tick against Only Show Unscheduled Visits

e Tap Done

The Visits list will now display in full again
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Change the Visit View on a Smart Phone

Amending the Visit display can only be done via the Visits screen
e Tap the Visits icon Q

e Tap the Options icon E (top right)
e Tap Change Sort

The Sort Options screen will display
Filter Fiter

New: visits which have never been arrived Bt vishs
Outstanding: visits which have been arrived but not yet completed e g vt
History: visits which have been completed Hstory
Unscheduled: visits which have been booked ‘“Today’ Unscheduled ) :
By default, New and Outstanding are ticked ::yu:zwmhmmm

e To view completed visits, tap History, a tick will now display Due date

e Tap the confirm icon a (top right) :Scending .
The completed visits will now display in the Visits list in grey B N 5 .

To hide completed visits

e Tap the Options E icon
e Tap Change Sort

e Tap to remove the tick against History

e Tap the confirm icon a (top right)
Group By

By default, visits are grouped by Due Date and displayed in Descending order. This means visits
for the same day are grouped together and are displayed with Todays visits at the top of the list.

It is not advised that Group by settings are changed

Sort

By default, visits are sorted by Reference and displayed in Ascending order. This means that
visits for the same day are sorted to display in the same time order as they have been booked in
RiO, the earliest appointment first.

It is not advised that Sort settings are changed
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