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Scheduling System – Controller Functions 

Adding visits 
This document describes how to add visits. This can be achieved in one of three ways 

• From a referral 
• Via a lookup 
• As a follow-up from another visit 

 
1. Log in to Doc Abode as a COD https://controller.docabode.com/ and select the Scheduling tab 

 

 
 
The ability to add a new visit is available from two places: 

• The Add a new visit button on the main page, and 
• The Add a new visit button at the bottom of the list of unassigned visits 

 
These buttons are shown in the screenshot below. 
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When the Add a new visit button is pressed, the following page is displayed 
 

 
 
From here there are three options 
 

• Pulling details from a referral 
• Pulling details from a lookup 
• Entering all details manually 
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Adding a visit from a referral 
 
Select the + Pull from referral button shown below 
 

 
 
The following page will be displayed. 
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Patient and referral details can be pulled into Doc Abode from a screen grab of referral details 
from the local patient record system. Please see local instructions on how to do this, as this may 
vary for each Doc Abode customer. 
 
Once details that have been obtained from the patient record system have been copied into the 
appropriate windows, press the Import button to load these in Doc Abode. 
 

 
 
The original window will be displayed, but this time it is completed with data that has been 
imported 
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Scroll down to the end of the Patient details section of the form. Details about the patient can of 
course be amended in the meantime. By pressing on the Continue button the referral details 
section of the form is opened. 
 

 
 
Referral details will have been imported as described above. 
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Referral details are not mandatory but are of course useful. In particular, the information 
recorded here can be used to calculate clock start and stop times – the time taken from referral 
to visit. 
 
Press Continue to get to the final section, Care details. 
Details, where available, will have been populated from the referral loaded above. All mandatory 
data, marked with a red * needs to be completed before the visit can be added. 
 
The system helps to ensure quality data is recorded by validating the NHS number, phone 
number and postcode are in correct UK formats. 
 
The system enables the earliest and/or latest date and time of a visit to be entered, which is 
useful for situations such as hospital discharges. This information is stored on the visit and the 
system will warn the controller and HCP if the visit time falls outside planned hours. 
 
The Pre-visit notes box can be populated with a copy of the pre-assessment notes on the 
patient record system. It is also useful for recording any special details about access e.g. key 
safe number. 
 
At the bottom of this section there is the opportunity to enter an HCP (or two if a double-up). If 
this is entered the visit will appear on the HCP(s) swim lane; if left blank the visit will be added to 
the Unassigned visits list. 
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Press the Review button to see all the details for that visit in a read-only form and press Save 
visit to add the visit to Doc Abode. 
 

 
 
To cancel this addition, scroll to the top of the form and press the X in the top right of the form. 
To make changes, scroll up to the heading of the section to be changed and press on the pencil 
icon to enable editing. Press Save visit once all details are correct. 
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Adding a visit from a lookup 
 
Select the Lookup Patient button shown below 
 

 
 
The following page will be displayed. 
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Enter the patient’s NHS number, press Lookup Patient and the webpage will be populated with 
patient data. 
 

 
 
Press Use local data to populate the Add a new visit page with details about this patient.  
 



   

 
Scheduling Controller 4 Adding visits.docx Last updated 27-Oct-22 

 
 
Scroll down to the bottom of the patient details section of the visit. Details about the patient can 
be amended if needed. Press Continue to open the referral details section of the form. 
 

 
 
Referral details can be entered manually or pulled from a screen grab of referral details from the 
local patient record system. Please see local instructions on how to do this. 
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Finally, edit the Care details section of the form, Review and then Save visit as described 
above. 
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Adding a visit as a follow-up 
 
Select a visit to be followed up, either by clicking on a tile in the tile view, clicking on a row in list 
view or clicking on an unassigned visit. 
 
If the visit isn’t obvious, the filter options can be used to find it. See the Viewing Visits guide for 
details of how to use the filters. 
 
Whichever way the controller gets there, the lower part of the webpage will be populated with 
the full details of the selected visit. The screenshot below shows the result of clicking on a row 
in list view 
 

 
 
A list of actions is presented when the controller presses the Action button. One of these is 
Create follow-up visit.  
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Selecting Create follow-up visit presents the controller with an Add a new visit form in which the 
top two sections have been copied across and is open at the Care details section. 
 

 
 
Edit the Care details section of the form, Review and then Save visit as described above. 
 


