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Introduction 
 

Thank you for using Visconn Clinic.  

 

The Visconn Team should have created your environment and shared the 

required details with you.  

 

This guide is intended to be used by the Organisation’s Super Administrator, or 

Platform Champion.  

This person would have full access to the platform and may be responsible for 

administering and customising the Organisational Settings to fit the 

Organisation’s preferences. 

 

This guide is up to date with version 2.97 of Visconn Clinic.  

 

To understand the Patient / External Participant experience, please visit 

https://visconn.com/welcome-pack   

https://visconn.com/welcome-pack
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Logging in 
 

The Visconn Clinic platform can be launched on various browsers.  

 

Please use either Google Chrome, Mozilla Firefox, Microsoft Edge or Safari.  

To find out more about our supported browsers, please click here. 

 

When navigating to the platform, you have two options:  

1. Type in https://visconn.clinic/clinician in your address/URL bar and press 

enter. 

 

 
 

Type your Email and Password and click 

This will take you to your straight to your Home Page. 

 

2. Type in https://www.visconn.clinic in your address/URL bar and press enter. 

This will take you to the Patient Sign in. From here, you can click “Help” and 

select “Not a patient” from the dropdown. This will take you to the same 

page as option 1. 

 

https://visconn.com/our-compatibility/
https://clinics.visconn.com/clinician
https://clinics.visconn.com/clinician
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Home 
 

From this page you will be able to action each task you will need to carry out.  

By hovering over each button, you can find out the purpose of every action. 

 

 
 

Click on any of the below to skip to their respective section of the guide:  

 

Calendar Views and Using your Calendar 

 
 

 Creating Appointments 

 
 

Your Waiting Room 

 
 

Your Account and Settings 
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Individual Calendars and Clinic Calendars 
 

There are two types of Calendars that will be available to view, if you have 

access to them:  

 

 

• Individual Calendars 

 

These are Calendars that belong to Users, no matter whether they are 

Clinicians or Administrators.  

 

They only show the bookings for that Resource, no matter which Clinic Room 

they are booked in for.  

 

and 

 

• Clinic Calendars 

 

Clinic Calendars show the bookings made for a Clinic Room, no matter what 

resource has been booked.  
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Calendar Views and Using your Calendar  
 

By default, your calendar will open on a Week View.  

 

 
 

At the top right of your page, you will find a Calendar view selector:  
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By pressing the first View Option , which is the Agenda View, you will be 

presented with the following:  

By pressing the second View Option , which is the Day View, you will be 

presented with the following:  
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By pressing the fourth View Option  , which is the Month View, you will be 

presented with the following:  

 

 

By clicking on any of the coloured appointment slots, you can find out more 

about them, including: 

 

• The Clinician Resource booked for the Appointment  

 

• Appointment Type 

 

• Booked Clinic Room 

 

• Patient Name 

 

• Appointment Internal Description 

 

You can edit the appointment details 

and participants. 

You can also resend the appointment 

details to all of the participants with the 

same contact information. 

 

Within the Edit page, you are also given 

the option to reschedule the invitation.   
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Following the consultation, all external/patient information will be 

anonymised according to your Organisation’s settings. This in set to 30 days 

by default but can be changed in the organisational settings.  
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Create appointment 
 

To create a new appointment, click on the  icon on the top 

left corner of your screen and select Add appointment. 

 

To create an appointment from scratch, please enter the following 

information. 

 

• Clinician Name: Select the clinician’s name from the drop-down menu. 

• This will be populated as the last Clinician you selected.  

 

• Clinic Name: Select the Clinic room that you wish to book the Clinician 

resource for.  

• You will only be permitted to book Clinics that the Clinician has 

access to.  

If you enter the Clinician Name first, the Clinic dropdown will be filtered to 

show the Clinics that Clinician has access to.  

 

If you enter the Clinic Name first, the Clinician dropdown will be filtered to 

show the Clinicians that can be booked for that Clinic. 

 

• Appointment Type: Select the appropriate appointment type from the drop 

down list.  
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• Appointment Date and Time: Select the Start Date, End Date and Times. 

• The end date will default to the start date and the end time will default 

to the start time plus the default consultation length. 

 

• Description: Enter a brief description of the consultations contents, 

hyperlinks may be included if necessary. This can be sent to the Patient if 

selected below the description box, otherwise this will remain as an internal 

note. 

 

• Internal And External Participants: Enter the name of the participant that 

you would like to attend the Video Consultation.  

• This will autofill existing users for your organisation and they must be 

selected to invite them. 

• External participants will not be autofilled, typing their name would 

suffice. 

 

• Participant Type: Although this field is optional, it provides additional clarity 

pre, peri and post-consultation as it can help distinguish between 

staff/professionals and patients. 

 

• External Participant Contact Details: Enter the email address or mobile 

number (Separated by a comma)  of external participant that you would 

like to join the consultation.   

To finish creating the appointment, click    

 

After clicking the “Create” button, the invitations will be sent to all participants 

of the appointment and it will be displayed in the relevant Clinician’s calendar.  

 

If the appointment is created more than 24 hours in advance, a 24 hour 

reminder will be sent to the Patient’s contact details.  

 

Dependent on Organisational Settings, a 1 hour reminder may be sent also 

for appointments sent more than an 1 hour in advance.  
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Appointment Invite Examples 
 

There are two types of invitations that your Patients and Externals can 

receive: 

 

  

 

 

 

 

 

 

SMS – Text Message 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

Email 
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Booking Consultation Rooms 
 

If a Consultation requires a Physical Virtual Consultation Room, such as a 

Visconn Hub / Remote Visconn Clinic Unit, then the below instructions will 

guide you on how to book a Consultation Room appointment.  

 

When creating a new appointment, select the Clinician and Clinic name as 

normal then in appointment type select Consultation Room. Below date and 

time, a button should appear as “Choose Room” and click on it. 

 

 
 

A pop up should appear, click “select” on your chosen Consultation Room 
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Waiting Room 
 
For every Clinic created there is a Virtual Waiting 

Room.  

 

When a patient has joined and gone through the necessary checks and 

testing, they will appear in the scheduled Clinician’s waiting room. 

 

Each separate appointment / patient will queue up here.  

 

This Waiting Room is where patients who are awaiting a consulation will arrive 

in sequence of their scheduled appointment time.   

 

Click to access the waiting room. 
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To view participants click  and the participants of the call will be visible. 

 

 
 

Reschedule 

 

For any reason, the Clinician or another Organisation can reschedule the 

patient waiting in the queue for another time. This will send a configurable 

message to the Patient waiting on their device, aswell as an updated 

Rescheduled Invitation to their original Contact Details used for invitation.  
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Messaging from the waiting room 

 

The Clinician can send a message to a patient in the waiting room.  

  

This may be to advise them of any unexpected delays or anything they may 

need to present during the consultation. 

 

 
 

This is a one way message so the Patient does not have the option to the 

reply to the message, until after the consultation has started. 

 

The Clinician may also choose whether they want to message an individual 

patient or everyone in a group consultation. 

 

This is done by simply clicking on the dropdown box next to “To” and 

selecting the chosen contact. 
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Joining the Consultation 

Before joining the consultation, we recommend that you test your device to 

ensure it is ready for Video Consultations, click here to find out how. 

 
Clicking the “Join” button brings the invited participants and Clinician into a 

Video Consultation together.  

 

 
 

Verification 

 

As you can see above, a message will come through to you when the 

Consultation begins. 

This message will contain the Patient’s response to a piece of Verification 

Data requested of them when entering the Waiting Room.  

 

It is your responsibility as a Clinician to check this data against your Records 

to confirm this person is who is intended to be seen. 

You may have to verbally question their Full Name or Date of Birth.  

 

For further recommendations, see our Patient ID Verification Best Practice 

documents. 
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Viewing the Waiting Room and Messaging whilst in Call 

 

When in-call, you will find the message button at the 

bottom right of the screen next to the participants button. 

 

The waiting room button is located at the bottom left of the screen  

 

 

By clicking the “Waiting Room” button, the Waiting Room popup will appear 

over the Video Call, like so:  

 

When this appears, you can see patients in the waiting room. At this point you 

can message them either to update them on any current waiting times or 

any extra necessary information. 

 

You can open the chat panel by clicking on the chat 

button in the bottom right corner next to the participant 

button, from there you can choose the participant you wish 

to message and message them.  
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Participant Panel, Options and Controls 

 

All participants can view the participants that are attending the consultation 

by clicking on the participants button 

 

 

 

As the host of the meeting you will have access to settings that control the 

participants properties. 

 

These include: 

 

• Mute – Mutes selected participant 

 

• Spotlight Participant – Maximises selected 

participant to cover most of the screen 

 

• Disconnect – Disconnects selected 

participant 

 

• Put Hand Down – Puts selected participants 

hand down (only if their hand is up) 

 

• Hide Presentation – Hides selected 

participants presentation (only if being 

displayed) 

 

• Make Host – Makes selected participant host 

to the consultation 
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Disable/enable 

the microphone 

Disable/enable 

the camera/video 
Disable/enable 

the speaker  

End the 

consultation 

Active 

Conversations  

View 

participants 

Device Settings 

Raise/lower 

virtual hand 

 

Start/stop 

share 

screen 

 

Waiting 

Room Popup 

Return to your 

Home page 

(calendar) 
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Settings  
 

Click on the Profile photo to create and/or manage your profile Settings, Get 

Help or Sign Out of the portal.  

 

 
 

You will be brought to your profile and account settings 
 

  
You will be taken to Settings:  

From here you have 4 tabs:  

(click on any of the images or titles to skip to that option) 

 

 

Profile and Account – Set your profile details 

 

  

 

Password – Reset your password 

 

  

 

Organisation – Customise and Administer your Organisation 

 

 

 

Test Call – Test your call to make sure you are ready for your 

consultation.  
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Profile and Account 
 

Click on Settings to manage your Profile Settings, this will take you to the 

Profile and Account screen shown below:   

  
You may amend your personal details as follows: 

 

• Prefix 

• First name 

• Last name 

• Job Title 

• Avatar - Browse and select an Image from your computer 

 

Then click to save these changes.  
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Password 
Click on Settings and select the Password tab to change your password.  

 

   

Input your existing password, your new password and confirm your new 

password again. Click “Save” to change your password.  
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Organisation 
 

This tab provides you (and anyone else with access) the ability to administer 

and customise your Organisation settings. There are three sections: 

 

• My Organisation 

• Organisational Settings 

• Organisation Clinics 

 

Your Organisation 
Administer your Organisation’s members.  
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Add Member 

 

  
 

To add a member to your organisation, click on the “Add Member” button and 

you will be presented with this popup.  

Once you click “Save”, a link will be sent to the given email and the user will 

have 48 hours to set their Password.   

 

If the link expires, they will be provided with information on requesting a new 

invite on their initial Welcome email. 

 

The “Clinic enabled?” switch is the method of enabling the User’s Personal 

Clinic Room where they could host their appointments.  

 

It will be named by default as “Prefix FirstName LastName’s Clinic” (eg: Miss 

Alice Smith’s Clinic), but this can be changed.  
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Edit Member 

For an existing member of an organisation, you can click on “Edit” to change 

their details. 

 

  
 

You can change everything except their email.  

 

  
 

Note that: 

 

• By changing the User Type, you may change what permissions that 

User has. 

 

• By changing the Status from Active to Inactive, this will put their 

account on hold, and they will not be able to login or be booked for 

any appointments.  

 

 

• By disabling the Clinic, the Users with access to that Clinic will no 

longer be able to see or take appointments already booked in that 

Clinic until it is re-enabled. 

Future appointments will not be able to be booked in that Clinic until it 

is re-enabled. 
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Organisational Settings 
 

Customise Organisation preferences for usage of the Visconn Clinic platform. 

 

  
Appointment Types and Rules 

 

This section allows you to define the various appointment types you wish to 

operate, and what specific rules applies to each Appointment Type. 

 

 
 

To create a new Appointment Type, type the Appointment Type name into 

the following field at the bottom of the list and press enter (or click out of the 

Field): 
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To edit an existing appointment type, press:  

Then an Appointment Type Rule Popup will appear.  

 

 
 

By default, the Appointment Type Rules follow the Global Settings and the 

Appointment Type Colour is white.  

 

To change the colour of the Appointment Type, click 

the colour box:  

  

Or enter a hex-code for a colour into the #FFFFFF field.  

 

 

 

For each of the following settings, enable or disable the “Use Global Setting” 

switch and select each setting as required.  

  
 

• Call Test required: Select if the patient must complete testing prior to 

their appointment (this checks the connectivity, microphone, speakers 
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and camera on their chosen device). (HEAVILY RECOMMENDED to 

leave enabled.)  

 

• Minimum call connection quality: Select the minimum bandwidth for 

the patient to be able to successfully pass the internet connection 

speed test – we recommend 1.6 Mbps for Full HD calls. 

 

• Verification screen: Select if the patient is required to enter any 

verification data before entering an appointment. 

 

• Verification data to be questioned: Select what data you wish the 

patient to enter to verify their identity. The options are either Full Name 

or Date of Birth as standard. 

 

• Post appointment popup: Provide a link that will open as a new tab for 

the Patient and Externals when an appointment has finished.  

(For example: A Survey page; your Clinic Website; NHS 111)   

 

• Consultation room required: This switch is only required if you are 

working with Xuper to manage a Consultation Room where your 

Patients will attend Virtual Consultations using Video Room Systems or a 

Visconn Hub.  

a. This switch manages whether you will have to select a Physical 

room for the booking of that Appointment Type.  

Doing this also changes the invitation that the Patient and other 

External Participants receive.  
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Platform Wide Options 

 

These options affect the entire Platform experience.  

 

 
  

• PII Retention Period (days): The number of days after the scheduled start 

time of an Appointment that the Patient’s Personally Identifiable 

Information is anonymised on the system.  

a. By leaving this at 0, the data is not anonymised. 

 

• 12-hour time: Select 12 hour or 24-hour clock e.g. 2 pm or 14:00 hours. 

 

• Working Days: Define a visible working day range on your Calendar for 

the entire organisation. 

a. Note that this does not affect when appointments can be booked. 

 

• Working day start and end time: Define the Calendar start time. 

a. Note that this does not affect when appointments can be booked. 

 

• Patient Identifier: Select between Patient ID and Patient Name as the 

Patient Identifier.  

a. This will affect the fields when creating appointments.  

 

• Pre-Start Appointment Reminders: This switch enables 1-hour reminders for 

Appointments booked more than an hour in advance.  

 

• SMS Display Name: This field allows you to enter a Sender Name for the 

SMS Text Invites that the platform sends for Appointment Invites and 
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Reminders. There is a limit of 11 Characters (including spaces).  

When left blank, the Invites come from “Visconn”. 

a. Note that the Email Sender Name is your Organisation’s Name, 

which is defined when onboarded by Xuper.  

Patient Side Options 

 

 
 

• Early joining cutoff: Define the number of minutes before the scheduled 

appointment start time that the patient may enter the waiting room. 

a. the patient will be told to come back at early joining cut off time.  

 

• Late joining cutoff: Define the number of minutes after the scheduled 

appointment start time that the patient may enter the waiting room.  

a. After this cutoff, the patient will be told that they have joined too 

late.  

 

• Verification screen: Select if the patient is required to enter any 

verification data before entering an appointment. 

 

• Verification data to be questioned: Select what data you wish the 

patient to enter to verify their identity. The options are either Full Name 

or Date of Birth as standard. 

 

• Call Test required: Select if the patient must complete testing prior to 

their appointment (this checks the connectivity, microphone, speakers 

and camera on their chosen device). (HEAVILY RECOMMENDED to 

leave enabled.)  

 

• Minimum call connection quality: Select the minimum bandwidth for 

the patient to be able to successfully pass the internet connection 

speed test – we recommend 1.6 Mbps for Full HD call.  
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• Show queue position: Select if you wish the patient to be advised of 

their position in the queue within the waiting room. 

 

• Reschedule text: Enter the notification message that you wish to send 

the patient when their appointment has been rescheduled. 

 

• Call Rating Text: Feedback Question to be asked of the Patient after 

their call, for them to rate the call. This can be disabled by leaving the 

field blank.  

 

• Post appointment popup: Provide a link that will open as a new tab for 

the Patient and Externals when an appointment has finished.  

(For example: A Survey page; your Clinic Website; NHS 111)   

 

• Requirement Custom 

Message: A custom 

message that appears as 

“Additional Information” 

on the Requirements 

Page. The Patient must 

agree to this before 

proceeding into the 

Virtual Waiting Room.  

This field has a limit of 750 

characters.  

If left empty, no 

additional information will 

be displayed of the 

Requirements Page.  

 

Non-Patient Side Options: 

 

 

 

• Default Appointment length in minutes: This is the default appointment 

length that the Create Appointment Page displays. This is to save time 

when creating appointments. Appointments can be longer or shorter. 

 

• Default Appointment Invitation: This option defines the primary method 

of invitation and can be either SMS or Email.  

This does not stop invites being sent from the other type of contact 

details.   
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Permissions 

Permissions allow you to restrict access to certain features and parts of the 

platform.  

 
By default, your permissions may be set to the following: 

 

There are three User Types that the permissions are defined for, which 

provides you with three access levels. 

 

Each line represents a feature of the platform that can be controlled. 

We set the permissions as follows in order to give Clinicians access to their 

own Calendars and Clinic, but not to Creating Organisations and 

Organisation Settings.  
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Theme and Design 

 

Through the Theme and Design options you can define the colours and 

branding that your Organisation Members and Patients see.  

 

  
 

 

 

 

 

 

 

 

 

 

  



  

 
service@visconnclinic.com visconn.com 

October 2020 | Version 1.45 | Public | Page 36 

Test Call 
 

Click on the Profile photo to create and/or manage your profile Settings or 

Sign Out of the portal. 
 

 
You will be taken to Settings:  

  
 

Click “Test Call”   

   

This button enables you to run a series of tests to check: 

 

• Your internet connection 

• Your speaker 

• Your microphone 

• Your camera hardware 

 

This test will identify whether they are working and ready for a consultation. 
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Test Your Connection Speed 
 

First, you will be asked to test your connection speed. 

Click the “Test Connection” button to test your internet connection speed. 

 

 If your internet connection speed meets the Clinic’s requirements, you will 

see the below screen with a   on the speed icon. 

 

  

If it doesn’t, the system will prompt you to 

test your internet connection again or get 

help via our troubleshoot page. 

 

  

https://clinics.visconn.com/Troubleshoot/troubleshoot-pc.html
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Test Your Audio Output 
 

Click the “Next” button after you’ve passed your internet connection speed 

test to test your audio output. 

 

Choose your audio output e.g. headphones, speakers, from the dropdown 

menu and click the “Test Audio” button. 

 

You should hear a sound coming 

from your headphones or your 

speakers.  

Click on “Yes” if you hear the sound. 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

A    will appear on the speaker icon 

if test is successful. Click “Next” to go 

to the next test. 

 

If you don’t hear the sound, click 

“No” to go get help via our 

troubleshoot page. 

 

 

 

 

 

 

  

https://clinics.visconn.com/Troubleshoot/troubleshoot-pc.html
https://clinics.visconn.com/Troubleshoot/troubleshoot-pc.html
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Test Microphone 
 

Choose your microphone device from the dropdown menu and click the 

“Test Microphone” button. 

  

You will be asked to speak into your 

microphone.  

You should see the bar moving as you 

speak into your microphone. 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

A    will appear on the microphone 

icon if the test is successful.  

 

If you don’t see the bar moving, click 

on “No” to go get help via our 

troubleshoot page. 

   

https://clinics.visconn.com/Troubleshoot/troubleshoot-pc.html
https://clinics.visconn.com/Troubleshoot/troubleshoot-pc.html
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Test Video 
 

 Click on “Next” to test your camera. Choose a camera you would like to use 

e.g. webcam, your laptop, phone from the dropdown menu and click the 

“Test Video” button.  

   

You will be asked if you can see yourself on the screen. If you can, click on 

the “Yes” button. 

 

 

 

A    will appear on the video 

camea icon if test is successful. Click 

“End Tests” to end the test. 

 

If you can’t see yourself, click on 

“No” to go get help via our 

troubleshoot page. 

 

 

 

 

 

Once you have passed the camera 

test, you have successfully passed all 

the tests. 

  

https://clinics.visconn.com/Troubleshoot/troubleshoot-pc.html
https://clinics.visconn.com/Troubleshoot/troubleshoot-pc.html
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Conclusion 
 

Hopefully this guide has answered all your queries on how to use and 

administer the platform. 

 

If not, please get in touch with us via email at service@visconnclinic.com.  

 

  

  

mailto:service@visconnclinic.com

