NEW VICTORIA MEDITECH
\4 EXPANSE

Meditech Expanse Training Document
- Medical PAs -

This user guide is for Medical PAs using Meditech Expanse for patients seen at New Victoria Hospital.
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Important

Appointment Booking

Please note that this guide does not include training on how to book appointments. Training for this
will be offered by the Outpatient Team Leads at a later date.

Test System
Access is being provided so that you can familiarise yourself with the navigation of the system only. You

will not be able to see clinic appointments and other patient detail information at this time.
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1. Accessing Expanse

Meditech Expanse is a cloud-based clinical information system that can be accessed using most
mainstream web browsers. Chrome is the recommended browser, but you can also use Microsoft Edge,
Google Chrome, Firefox or Safari.

1.1 Microsoft Authenticator

Microsoft
6 Authenticator
» Protects your online

Before accessing Meditech for the first time the Microsoft Authenticator application must already be
installed on your computer with your new Victoria account already configured. However, if you are
using the Authenticator App for the first time, you will be given the option to add and configure your
account when you first log into Expanse. Please follow the on-screen instructions at this stage.

1.2 Logging in to Meditech Expanse

Copy and paste this link into your web browser https://nvhtest.meditech-uk.cloud/test

NB. The Live URL will be communicated prior to Go-Live.

When the Sign In page is displayed, enter your New Victoria Hospital username (as used in the
Consultant Portal) in an email format (username@newvictoria.co.uk) along with your New
Victoria Hospital password.

Sign in )

newvictoria.co.uk

username@newvictoria.co.uk

Enter password

Can't access your account?

Forgot my password

Use an app instead

Q Sign-in options

Next the "Stay signed in?" window displays. If you use a public or shared computer, say NO to this,
otherwise say “Yes”.
Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

Don't show this again

.
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You will be prompted to complete the multifactor authentication. Open the Microsoft Authenticator
App on your device and approve the sign-in request.

texpanse @newvictoria.co.uk

Approve sign in request

517 Swipe down to

Cancel

You will see the MEDITECH Expanse screen below. Click on + Launch New Session and you will be taken

to your Expanse main menu.
MEDITECH
P PRANNSS SE

You are logged in as "sgunawarna@newyvictoria.co.uk"

= New Victoria Hospital Test

’ Launch New Session

Main Menu: *TEST* New Victoria Hospital (NVH TEST - TEST) Job: CONS Emulating: Smith,Sarah
-

Outpatient Scheduling
urgical it List
Upload Patient Documents
Frequent

If you have any issues logging in to Expanse, please contact the IT Help Desk on:
itsupport@newvictoria.co.uk
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2. Outpatient Clinic Schedules

The Outpatient Scheduling Desktop is used to access your Consultant’s clinic schedules as well as
patient details.

Click on Outpatient Scheduling and you will be taken into Resource Mode.

/

Outpatient Scheduling
Surgical Patient List

List appointments per day
Upload Patient Documents

Firstly, familiarise yourself with the black navigation bar at the top:

User: You can see the user who is logged on. (top right)
X Close: Is useful to return to the main menu home screen at any time. (top right)
E Return: Display any previously accessed screen for easy return to that location. (top left)

== Main Menu: *TEST* New Victoria Hospital (NVH TEST - TEST) HIM Dept: NVHIM Job: CONS Emulating: Smith,Sarah

2.1 Resource mode

Resource in Expanse refers to the Consultant.
Place your cursor in the first line of the Resources field.

Grid Criteria

[« ] Fri06Feb2026 | » [ b

Resource Group |

' *Facility v@
| Location v@
Resources /T‘

Enter the first three letters of your Consultant’s surname and select return/enter on the keyboard.

If you wish to view any of your additional Consultants at the same time repeat this in the rows
underneath.

Select OK at the bottom right of your screen.
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Grid Criteria
“| 4] [rIw

Resource Group

*Facility v .

Resource -
Th Mr Alan [THOMALAN]
Pooley Mr Andrew [POOLANDR]

You will now be able to see your Consultant(s) Outpatient Clinic Schedule(s).

Workload
Appts on waitist (75 Now| @4 Friosreb 2026 | b (W =
[ Week [Month| N[ 1| [ ([ @[ | [ v [os] Patient
Pualey & Thompson &c]  Deporme
I—1 Waitist
Find
Book

—
2 10% [0} 0%
Pending

Recurming

Poaley,Andrew
08:50 07/12/1973

e Grey shaded areas indicate slots not open for booking.
e White areas indicate available days and times for booking.

[ Temp Resource Group |
[Now| [« [ 4 [ Tue203Jan 2026 [ » [»

|
DAV Week [Month| I O] [F[ [ @ [-[0e] [« < [v [»] [e]

Resource Mode screen icon functionality:

> Next day

>> Next week (+ 7 days)

< Previous day

<< Previous week (- 7 days)

Now Brings you back to today

Day Day view (for one or multiple Consultants)

Week Week view. This is only selectable for one Consultant at a time. If you have multiple

Consultants select which one you wish to view for before choosing Week.
Month Month view. This is only selectable for one Consultant at a time. This also displays the
percentage of the day that is filled.

Bupa NVH Limited V.01-2026/02/20 -



NEW VICTORIA MEDITECH
\Y/ EXPANSE

Appts on Waitlist [74 [Now | [#4[4 [ Sat17Jan2026 [ » [m]
Day | Week [Manth] 1] =3 E3 N1 [0 ] o=
Sun Mon Tue Wed Thu Fri Sat & [Schedule O |Increment ® Suppress Undefined Time [« | Q]

28/12  29/12 391{2 31/12 Dliﬂl O_Z'qu 03/01
(0Tok 160k (0% (T3 (570

04/01 05/01 06/01 07/01 08/01 09/01 10/01
(0To% (6To% | (To%  (6To% (6Tok

1101 12/01 13/01  14/01  15/01  16/01 17701

[6Ta% [6To%  (iT5%  (6To%  (6To%
18/01  19/01  20/01  21/01  22/01 23/01 24/01

@ Time Booked Available For/Patient ' Location/Appt Comment :

£\ [ ) ) [
[0]0% [0]0% | [0]0%  [0] 0%  [0] 0%
25/01  26/01 27/01 28/01 29/01 30/01 31/01
[0]0% [0]0%  [0]0% [0] 0% [0] 0%
01/02  02/02 ©03/02 04/02 05/02 06/02 07/02
[ Y B T T |
[070% ([0J0% [0]0% [0]0% [O] 0%
Patient
Appointment
Status
Clinician
Reg Status
DoB

Account Number/Status

_]_ _J... | Select these to zoom in or out to see more or fewer clinic times.

ﬁ | To return to the standard clinic time view (after zooming in or out).

To return to your main menu starting screen at any time, select “Close X” at the very top right of your
Expanse display.

2.2 Department Mode

On the right-hand side of the screen you can access the Department view.

Resource
Patient
I%IZI Department

Waitlict

Department view will show the status of Patients booked in to clinics e.g. Booked/Attended/Cancelled,
whether it is a telephone consultation etc.

[Hultiple Locations |
[Pliiple Tocations] Workload
3 appointments found as of 06/02/26 16:15
Resource
Al Appomtmenty | | [ | ] Paiont
@IER] 0 of 3 Selected Degartment
v Patient Appointment Resaurce Status | Acct Number | Location | Appt Date/Tine ~ Tekephone Consulta al status  Portal Onboarding Waitlest
1 Darling,Wendy 0P - Gynaecology Follow-...  Pooley Mr Andrew [POOLANDR] Eooked  WO0000014388 Outpatients 06/02/26 08:00 Yes
Walton,Imogen 0P - Coil Fit Treatment Am 2 - Colp/uro [OPDTMT2] NAitended | V00000014389 Outpatients 06/02/26 08:40 No
| ADI,TEST OPD - Gynaecology - New Pooley Mr Andrew [POOLANDR] Cancelled V00000014387 Outpatients 06/02/26 11:00 No m
Comment Pending
Phone J Edit
Frovider Pooley, Andrew Change Status
Insurance s
Authorization Number Set
Reg Status REG OUT <

To exit Outpatient Scheduling select the Close X icon at the very top right of your Expanse display.

2.3 Printing and downloading

The menu for printing and downloading is not available in the test site.
It will be provided as a menu option on the live site.
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3.Theatre Schedules

The Surgical Patient List is used to access your Consultant’s theatre schedules.

Click on the Surgical Patient List

Outpatient Scheduling /
Surgical Patient List

List appointments per day
Upload Patient Documents

Select the time period you wish to view From Date and Thru Date and click Save (top right).
Do not enter any details in the grey fields.

Custom List [ cance | 203

Surgical Area

" Facility | New Victoria Hospital - X ® Al
* From Date 04/01/26 x O Selected
TThrubete | 501726 x

Click Save (top right) and this will take you into your Consultant’s/Consultants’ surgical list for that
period. The headings at the top indicate what is displayed in each column:
Column1 Patient’s Name and Account number V# (visit number).
Column2 Registration status:
o PRE DAY or PRE IN = Pre Registered Day Case or Inpatient (yet to arrive)
= DIS DAY or DISIN = Discharged Day Case or Inpatient
o SCH DAY or SCH IN = Scheduled Day Case or Inpatient
= and date/time of admission and time of procedure

Column3 Surgery status
Column 4 Surgeon, procedure and laterality (if applicable)
Column5 Anaesthetic

E ﬁ =] . .ee e @ 6

Return To Hame har orkload nu More | Help | User Close

B

Custom list| 15| en Patie a Add to My List Replace My List '«

Name Reg Status SUR Status Surgeon Anes Type
Acct # * Date/Time Procedure
OP Time Laterality

test,blondine PRE IN Patient Mot Yet Arrived Blackburn,Adam A
V00000014294 02/02/26 Bilateral mastectomy

> 08:15
Test, January DIS IN Discharged Blackburn,Adam General
V00000014462 08/02/25 23:38 Excision of lesion of internal nose

> 11:35 Left
HILLLYN PRE IM Blackburn,Adam General
V00000014504 10/02/26 Plastic procedures on nipple

> 11:10
Test, April PRE IN Patient Not Yet Arrived Pooley, Andrew
V00000014475 10/02/26 13:30 Bladder Instillation - per treatment (including drug)

> 13:20
Test, July ADM IN Blackburn,Adam General
V00000014502 10/02/26 20:33 Local flap - @cm2 or more (excluding graft/flap to secondary defect)

> 08:45 Left
Test,June DIS IN Discharged Blackburn,Adam General
V00000014646 12/02/26 14:41 Blepharoplasty - one eyelid

> 08:30 Right
TONY,BLAIR CAN IN Blackburn,Adam General
V00000014582 13/02/26 Total reconstruction of eyelid - unilateral

> Cancelled Left
Guerrero, Marisol PRE DAY Patient Not Yet Arrived Bevan,Rowena General
V00000014489 13/02/26 08:00 Excision of Bartholin gland

> 08:10

To see additional information about any of the patients in the list click the arrow > next to the name.
To collapse the list back, just click the arrow again.
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Return To n— 4 More Help User Close
Sarah Smith
Reg Status SUR Status Surgeon Anes Type
E Acct # ‘Dat_e/Ttme Procedure
0P Time Laterality

test,blondine PRE IN Patient Mot Yet Arrived Blackburn,Adam A
V00000014294 02/02/26 Bilateral mastectomy

> 08:15
Test, January DIS IN Discharged Blackburn,Adam General
V00000014452 08/02/26 23:38 Excision of lesion of internal nose

> 11:35 Left
HILL,LYN PRE IN Blackburn,Adam General
V00000014504 10/02/26 Plastic procedures on nipple

™ 11:10
Address 222 PADEL LANE DOB 01/01/2001
Account City WIMBLEDON Height
Account County Weight
Email dancingshoes@disco.com A{"e@”es
Contact 07788 555099 G BT F
Insurance Bupacare Legal Sex Female
Auth Number

To return to your starting screen at any time, select “Close X” (top right).
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4. Viewing Results

Tests & Diagnostic Reports

To find and view patient test results, from the Main Menu, select Outpatient Scheduling.

/

Outpatient Scheduling
Surgical Patient List

List appointments per day
Upload Patient Documents

Locate the patient you wish to see results for.
Ifin Outpatient Scheduling, you will then see EMR on the right.

_

Name ]

Type List Workload
@[] No appointments meet selection criteria Resource
v Patient | Appointment | Status | Acct Number | Location | Appt Date/Time v Telephone Consultation | Insurance | Reg Status | Resouce PD:“e?tt .
partment
Waitlist
Group
Book
Pending

Edit
View

\ Reports
EMR

Pat Comments

The pop up below will appear. Select Yes.
Please note you will only be able to view results for your own Consultant’s patients (tested?)

Warning

This person has visits with other providers.

You may choose to override the provider restrictions
' to view these visits with discretion. All visit access

will be recorded.

Do you wish to view visits for all providers?

You are now taken into the patient’s Electronic Medical Record (EMR) or also known as the Chart.
The chart is made-up of tabs to represent a patient's medical folder.
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Diagnostics

This is where you will find all diagnostic exam and test results, including: Laboratory, (Microbiology,
Pathology), Imaging Reports and Cardiovascular Reports.

Click Diagnostics to open the folder.

Along the top row is a list of the different result types - Lab, Imaging, Microbiology etc.

Select the one you are looking for.

A Diagnostics

Al Activity : All Time : All Subcategories | 12 Hours -
Lab Imaging Microbiology Pathology Blood Bank Tests Cardiovascular Other
Fullscreen [2 18/01/26 08/02/28 12/02/26
12:00-23:59 12:00-23:50 12:00-23:59
U]
~ Hematology
iematology
WBC 1] 10 B
“hemistry

RBC

Diagnestics Clinician Notes Medications C They/Them/Their @

Problems Administrative Waorkload Ttems Test,April

ctivity 25.F . o1/oy/2000
o Wole mooooores &

Histo

A Diagnostics Subcategory % | | PRE M.
Casez 377 (A Tota! sbido

Al Aetivity : Al Time : AN Subcstegories | 12 Hours & [Finer

1 2.16m*
S0kg 24.5kegims

Fullscreen (2

2.00-2158 2 5 2100 vo:om:‘u«iss
A W e Avai

Hemataiogy
Chamiatry ey s
Weutrophils & 2
Lymphacytes
Manocytes s

Edsinophils l

Basophils 1

~ Chemistry

Sodum 4

ar

Creatine xinsse

Abumin

3
7
'
Alkaline Phosphatase. 1
s
4
3

EGFR Result
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Understanding the Diagnostics display
White and grey = normal results
Yellow =abnormal values
- = critically abnormal results
H and L = High and Low values

To see more detail, you can simply click on a result, and it will open an overlay screen which has further
information.

Where there's a little icon like a document, this indicates that there's a report attached to that line.

Urea

Test aped TheyfThemiTha 25 F GL/G3/2000  Allry/ade: cat dander cat hai, palen

Collected Result units, Range Specimen

1270220 18108 [era) 2578 B

Click the document icon to open the report.
ot [

RN DATE: 19/82/26 New Victoris Hospital L - Test e 1
o 2267 Specinen teport
aTTENT: Test,april ACCT: V990047 KOG OPD v 59
see/sx: 3577 : REG: 12/02/26
G 8:  Pooley, ansrew suns: mear  ee: o1s:
Spec + 120210900018 ous 1270261585 STATUS: CO® REQ : aao0eses
RECD: 13/03/26-1548 Sl OR: Gunsarns, Sa

i

RRERE RREX

T

S8 - South west Loadon Pathalogy

* B0 0F REPoRT **

Page 1 of 1

To download or print the report, select the printer icon which is located top right.

(More ¥ )

&

PAGE 1

U: Meeeeeals:
REG: 12/@2/26
DIS:

ReQ : oopeEses

er,surgery

e site
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5.Uploading Documents

Patient follow-up letters, GP letters and discharge summaries are currently sent via email to the
Hospital Medical Records department. With Meditech Expanse, these documents, when saved as PDFs
can now be uploaded directly to the patient’s E-Chart, removing the need to email these.

Please follow the steps below.

From the main menu select Upload Patient Documents.

E Main Menu: *TEST* New Victoria|
Return To

Outpatient Scheduling
Surgical Patient List
Upload Patient Documents

You can upload by using either the Patient Account Number (V#) or Medical Record Number (M#).
If using the Patient Account number, make sure Account is selected and enter the V# number into the
field below and select your return/enter key.

E Scanning Desktop (NVH TEST - TEST) Facility: NVH HIM Dept: NVHIM Emulating

Return To

|(®) Account () Record
Account |

If using the Medical Record Number (M#) make sure Record is selected and enter the M# number into
the field below and select your return/enter key.

E Scanning Desktop (NVH TEST - TEST) Facility: NVH HIM Dept: NVHIM Emulating:

Return To

() Account (e) Record
Record ||

o Document @9@® Insurance | Rec User Date Created On

Bupa NVH Limited V.01 -2026/02/20 - 12
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Click the +icon and select Upload

Scanning

ve Document 009 Insurance Rec User

Scan
Upload

Upload Documents

@ Document P09 Insurance Rec User

Document Options - Upload

* Document [
* Upload To
Expiration Date

Click in the field to the right of Document and click the down arrow to display a drop-down list of
document types.

Document Options - Upload

* Document 0 ~|
* Upload To [ |
Expiration Date [ ‘

MIS Medical Record Document Lookup X

Search
Locator Mnemonic Name

+ZPCS.DISPKT +ZPCS.DISPKT PCS Discharge Packet
.ZPCS.DISSUM .ZPCS.DISSUM PCS Discharge Summary
AMA AMA Patient Left Against Medical Advice
Anaesthetic Record ANAES_REC Anaesthetic Record
ANAES REC ANAES_REC Anaesthetic Record
BOOKING FORM BOOKING FORM  Booking Form
Booking Form BOOKING FORM  Booking Form
CLINIC LETTER CLINIC LETTER  Clinic Letter
Clinic Letter CLINIC LETTER Clinic Letter
CONS CONS Consent Form Locator
Consent Form CONS Consent Form Mnemonic
Discharge Packet ZDISCHPACKET  Discharge Packet Name
Discharge Summary S.SUMD Discharge Summary
Discharge Summary PCS ZDISCHSUMMARY  Discharge Summary PCS EMR. 1d
Discharge Summary RAD ZITS.DS Discharge Summary RAD
ECMLET ECMLET EMC LETTER TEST
Electrocardiograph Report ZITS.ECG Electrocardiograph Report
Electroencephalogram Report ZITS.EEG Electroencephalogram Report

Choose the correct document type you wish to upload e.g. “Clinic Letter”.

Click Upload (bottom-right corner).

Document Options - Upload

=
Comment
Cancel | Upload
Bupa NVH Limited V.01-2026/02/20 -
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A pop-up window appears.

'MEDITECH - Upload to Server  [EJ

Clinic Letter
Account
e

Add Files Cancel

Select Add Files to find and select your relevant document(s) from your own device. Please note the
required format is PDF.

In the same pop-up window, click Open.

E

] |customised Files (pngi*jpgii ~ E

F—
2

A second pop-up window appears:

'MEDITECH - Upload to Server B

% PATIENT X TEST CLINIC LETTER.docx

ddl
T T
4

—

Add Files | Upload | | Cancel

Click Upload

The system displays the document you are choosing to upload. If the document is correct, select OK at
the bottom right of your screen.

Select Back bottom right to return to the upload screen or select the X Close icon top right to return to
the main menu home screen.
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6. Support

Forissues around logging in and access to Expanse contact:
IT Help Desk at: expansesupport@newvictoria.co.uk

For support on viewing and navigating schedules contact:
Fiona Keaney or Barabara Harris at: opdenquiries@newvictoria.co.uk

For issues on uploading patient documents to the EMR:
Medical Records at: medicalrecords@newvictoria.co.uk

Bupa NVH Limited V.01-2026/02/20 -
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7. Setting up Microsoft Authenticator for the First-time

e  When your username and password have been accepted by the system (on Expanse login
phase), you will be displayed a notification to configure additional security on your account.
e Thisis where the system will start MFA (Multi Factor Authentication) registration process.

Click NEXT

v NEW VICTORIA

sgunawarma@newvictoria.co.uk

More information required

Your organisation needs more information to keep
your account secure

Use a different account

Learn more

***** Ensure you have the Microsoft Authenticator App downloaded and installed before
proceed any further.

e Click NEXT to start the strong authentication set up process (On your computer).

\ V.

Keep your account secure

Your crganisation requires you 1o set up the fallawing methods of proving who you are.

Method 10 2: App

/]

App Email

Microsoft Authentic atc:--']

9 Start by getting the app
On your phone install the Microsoft Authenbicator ap,
- the t app on
i

Bupa NVH Limited V.01 -2026/02/20 - 16
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e Click NEXT on the Keep your account secure page. (On your computer)

AV

Keep your account secure

Wour arganisatan requIres you b set up thi following methacs of proving wha e ars.

Wethad 10f 2: App

App Email

Microsoft Authenticator

Set up your account

If prampted. sllow notificatons. Then add an account. and select "Work o school™

= -

e You will be shown a QR code on the screen. Using the QR code is the quickest was to
add your account to the Authenticator App on your smart device.

Keep your account secure

Your organisation requires you to set up the following methods of proving who you are.

Method 1of 2: App

o

App Emai

Microsoft Authenticator

Scan the QR code

Use the Microsoft Authenticator app to scan the QR code. This will connect the Microsoft Authenticator
app with your account.

After you scan the OR code, choose “Mext”.

‘Can't scan image?

e Open the Microsoft Authenticator App. (On your Smart Device)

o TaponAddA

Bupa NVH Limited

+sign

ccount or the

Authenticator

V.01 -2026/02/20 -
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o Select Work or School Account and tap on Scan a QR code

Add work or school account

Eg Scan a QR code

Signin

CANCEL

o Your smart device will open your camera at this stage. Point it to the QR code you
have open on your computer screen.

34 .

< Add account

Your account provider will disploy a OR code

Scan the QR code

OR ENTER CODE MANUALLY

o Your smart device screen will flicker a few times and display a screen like below.
Click FINISH to complete account addition. Depending on your device make and

model you may or may not see the pop-up notifying App Lock Enabled. If you do,
tap OK

Bupa NVH Limited V.01-2026/02/20 -
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App Lock enabled

To better protect Authenticator, we've
enabled App Lock by default. To tum it

off, go to the app sentings.

oK

o Your New Victoria Hospital email account will be listed on the Authenticator App as
below.

1354008

Authenticator

Wew Victoria Hospital
E amnewvicloria.co.uk >

e On your computer screen you will still have the page with the QR code. Click NEXT to
proceed.

KEEP your account secure

Wrur rganesAtion INFRS yoe b 55 IR e folkwng mateds af provng who you s,

Methad 1ot 2 App

(]

App Ermail

Microsalt Authenticalor

Scan the QR code

Uze: the Microsoft Authenticator aps b scan the QR coce. This will connact the Micresaft Authenticator
A WIEh your ascaunt.

Aftar o sean the CIR eode, choass "Mest”.

Canit scan image® —_‘-——--‘-""b
| e

o System will now start a validation process to verify your identity. You will see a screen
like below on your computer and a logon notification will be sent to your
Authenticator App on your smart device.

Bupa NVH Limited V.01 -2026/02/20 - 19
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Tap on the notification (On your smart device) and enter the number displayed on
your computer screen.

Keep your account secure
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&
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Click NEXT on your computer screen to complete the verification process. You will see
a Success screen with Microsoft authenticator listed as the Default sign-in method.

Keep your account secure
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