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Visiba Care Office
Visiba Care Office is a tool for healthcare providers - such as
doctors, psychologists, nurses and physical. The tool
enables you to work on digital healthcare cases in many
different ways. You can meet patients in booked video
consultations or treat those waiting in the queue in a digital
drop-in clinic. You can collect relevant information about
the patient using dynamic forms. You also have the
possibility of communicating with patients in writing, either
via chat or messages.

2

1

Signing in
To reach the sign in page, type the URL address given to you by your system administrator and/or your contact person at Visiba. Select the signing in method used by
your organisation and sign in. If you are unsure about which method is used, contact
your system administrator or Visiba Care Support.

1.1

Username and password

Use the username and password that you selected when you activated your Visiba
Care account. If you can’t remember your password, you can create a new one by
clicking on Forgotten your password?.
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2. Home page
When you have signed in, you see your home page in Office. Your home page shows
an overview of your calendar and the functions which are activated for your
organisation, such as messaging and waiting room.

2.1 Manage times
In the calendar view on the home page, you can book in new appointments, see an
overview of your bookings and see which times are available for booking

2.2

Calendar

The calendar shows your upcoming consultations. You can also see the time slots
that are available for patients to book. At the top of the calendar, you can choose
to see your upcoming consultations as a list. When an appointment is booked, the
patient’s name appears in the time slots. You can access more information on the
consultation by clicking on the time slots in the calendar.
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2.2.1 Calender pop-up
If you click on a booked appointment time in your calendar,
a window opens with general information about the appointment.
2.2.2 Calender pop-up - detailed view
If you click on the patient’s name in the pop-up window you
will see more detailed information about the patient. You can
also see if the patient has attached pictures or responded to
questions in a form.

2.1.3 Copy and remove bookable time slots
You can copy or remove bookable times from specific days
or on a weekly basis. If you want to copy all the bookable
times on a specific day, click on the date in the upper part of
the screen view. The dialogue box Copy day will then appear.
Mark the dates to which you want to copy the times. Click on
Copy times.
In the same screen, you can also remove all the bookable
times from one or several days by marking the date and then
clicking on Remove times from marked period at the bottom of
the dialogue box.
In the same way, you can copy or remove bookable times
from weeks. Mark the desired week on the left side of the view
and copy or remove times as above.
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2.3

Invite to a consultation

When you send an invitation to a consultation, search using
the patient’s personal identity number or mobile number. If
the patient is registered, the person will be displayed in the
search results field. If the person is not shown, click on
Register new user and enter the patient’s contact details. Then
select the date, time and how long the consultation will last.
Complete the description of consultation. Please note that the
text in this field is also visible to patients. Click on Invite.
If the payment function is activated, you can specify if no
payment if required, if the payment is made manually via the
healthcare centre (by invoice) or directly by the patient (by
Stripe).
Once the invitation has been sent, the booked time slots is
entered into your calendar and is marked with the patient’s
name. You can also book an appointment time for a patient
by clicking on a time slot in your calendar and then on Invite
to consultation.
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2.4

Edit a booked appointment

If you need to edit an appointment, click on the time slot in the
calendar and then on the pencil in the top right corner. Enter
the new appointment details and confirm by clicking on Save.
The patient will receive an e-mail stating that the time has been
changed. If you want to remove an appointment, click on the
three dots and then on Delete consultation in the top right.
If a booked appointment is changed or removed, a message is
sent to the patient.

2.5

Create a bookable time slot

For a patient to be able to book an appointment, there
must be bookable time slots in your calendar. You can
create a bookable time slot either by choosing a preselected template or by creating a template. If you use a
pre-selected template, drag it to the desired place in your
calendar. You can edit a time slot by clicking on the three
lines on the right and then dragging it to a new position in
the calendar. You can also duplicate it by clicking on the
plus sign and dragging it to the desired position.

2.6

Go to a booked consultation

You can go to a booked consultation by clicking on it in
the calendar or in the list. Here you can see information
about the patient’s contact details, symptoms and any
completed form responses. Click on Call to go to the
appointment.
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Shortly before the consultation, the window Go to consultation appears at the top of
the page. Click on the window to navigate directly to the consultation.

2.7

Create new appointment template

To create an appointment template, click on the plus sign at the bottom left in the
calendar. Complete the name on the template which, for example, describes the
type of job and time. The template name will only be visible to you. Then specify an
article number that will be shown on the patient’s receipt. You can also select the
colour of your template. Then specify the length of the consultation, and how much
administrative time you want to add in order to deal with the documentation, etc. If
you want to, complete a description of consultation. Please note that the text in this
field is also visible to patients at the time of booking. If the payment function is
activated, you can specify which payment method must be used. Finally, click on
Save.
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3

Drop-in
On the left in the drop-in view you can see the waiting rooms that you have access
to. You also have an overview of the number of people in the queue, and how many
healthcare professionals are active. You can also choose to display yourself as active.
You can treat patients even if you are not displayed as active, but your name will
not be shown in the list of active staff. Click on Staﬀ if you want to see which of your
colleagues are active in the waiting room.
When you click on a waiting room, you can see a more detailed overview of the
patient by clicking on the patient’s name. In this view you can also see any form
responses or pictures.
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4

Messages
Using the messages function, patients can communicate with healthcare staff asynchronously, i.e. at separate times. Patients log in with and describe their symptoms
in a text message – similar to a usual e-mail conversation but with secure authentication. At the moment, messages can only be initiated by patients and not by
healthcare staff.
The function must be activated at Visiba Care before it can be used.
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4.1

Manage messages

Under Messages on the home page you can see a list of new messages that have not
yet been answered and the messages that you have picked up and are responsible
for. You can get an overview and see the patient’s name, symptoms, latest event and
number of unread messages.

4.2 Pick up a message
New messages that have not yet been picked up are displayed to all your staff
working in Office. You pick up a message from a patient by clicking on it and then on
Pick up. You will then see the patient’s description and personal information. Please
note that if you have picked up a message, you are responsible for the conversation
until it is ended. This means that you cannot delegate a conversation to a colleague
once you have started it.
When you have responded to a message, the patient receives a notification. You will
also receive a notification when a patient has answered your message if you have
activated this function in the Notification centre. New e-mails from the patient are
also listed under the heading Unread.

4.3 Terminate a conversation
When you think that a message conversation should be terminated, click on
Terminate. The thread then disappears from the system. Patients can see a comment
stating that the case is terminated at the bottom in your conversation and therefore
can no longer write in the thread.
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5

Statistics
You will see your statistics at the bottom left below the Invite
button. This provides you with information about
consultations carried out and conversation length. You can
choose if you want to see statistics per week, month or year.

12

6

Show form responses
If you want to see the patient’s responses to a form, click on Show form responses. If
several forms are connected to the appointment, you can switch between them. You
can also display the form responses under Consultation history and Drop-in history
which you can find under Settings.
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7

Settings
You can change your information at the top right in settings.

7.1

Profile settings

Click on My profile if you want to change information such as your name,
personal identity number, mobile number and password. You can enter and edit
your professional settings here. These are displayed to patients when they make a
booking and at the time of the appointment. You can also select whether or not your
bookable time slots should be visible to patients by selecting
Hide me in the appointment.
You can also add a profile image which will be displayed when a patient books an
appointment

7.2

Professional settings

You can enter and edit your professional settings here. These are displayed to
patients in connection with their booking and appointment. Note that you will only
be shown as bookable for patients with problems and needs which match your
speciality and the conditions for which you are registered.
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7.3

Consultation history

Click on Consultation history if you want an overview of your consultations, including
information about the date, consultation length, patient name, personal identity
number and form responses. Note that patient information, including images and
form responses, is kept for a limited time only, as determined by your organisation.
Contact your system administrator or contact person at Visiba Care if you would like
to know how long the information is kept.

7.4

Drop-in history

Click on Drop-in history if you want an overview of your drop-in visits. Select waiting room and time period
to obtain more detailed information.

7.5

Activity log

Under Activity log you can get a breakdown of your history. Among other things, this shows your logins,
bookings and calls.
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7.6

Notification centre

In the notification centre you can change which notifications you receive and whether you want to receive
notifications by e-mail or sms. Under Standard value you can see the settings that your administrator has
specified as default.
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8

Help
If you have questions about the service, you can click on the
question mark. The frequently asked questions and answers
are listed here.
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Language selection
If you want to have access to the service in a language
other than Swedish you can select it at the top right in the top
menu. If a language is missing, you can contact your system
administrator who can forward your request to Visiba Care.
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10 The consultation
10.1 Equipment test
The first time you start a video call from your computer you
will be guided through an equipment test. When you have
clicked on Yes to the questions in the equipment test you can
continue to the consultation. Contact your IT department if
the equipment does not work.
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10.2 Navigation
In the menu at the bottom you will see the three most
frequently used call features: chat, camera on/off
and microphone.

If you want to see more call features, click on the menu icon in
the top left.

10.3 Chat
If you want to start a chat, click on the icon with the speech
bubble. When receiving a new message, a pink notification is
created on the icon.
Click on the plus icon if you would like to add files to the call.
You can activate automatic translation in the consultation.
The service is provided by Bing, and it is not suitable for
extensive text conversations, only for simple phrases. If the
patient has chosen to activate automatic translation, you will
be asked to select your chat language. Choose your preferred
language and continue writing. The other party can now write
in another language and will see what you have written in
their selected language.
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10.4 Print screen
If you would like to take a picture of the patient, use this button. Ask the patient to
direct their camera towards the object of the photograph. When the object is in the
picture, click on the icon to take a photograph. Click Yes when asked if you want to
save the picture. The screenshot will be saved in the chat. You can also choose to
save it locally or under Files in the call.

10.5 Consultation files
If you want to see which files have been shared during a call, click on this icon. You
can save the files by clicking on them. Images or files that are not saved will be
deleted when the consultation has ended. You will receive a notification if you try
to leave a consultation without having saved the files.

10.6 Screen sharing
If you want to share your screen with the other party, click on this icon. If you use
several screens, click on the icon again to select which screen you want to share. You
could use this function if you want to show documents, images or guide a patient
through instructions or programmes.
Please note! The first time you share your screen, you need to install the add-on
Visiba Care Screen Sharing. Once the installation has completed, the page is
reloaded, which means that the patient’s view is interrupted. Therefore, we
recommend that you test this function with a colleague before you use it in a
patient consultation. Contact your IT department if you have any problems installing
the add-on for screen sharing.
Screen sharing works best if the patient logs in via a computer.

10.7 Exit consultation
Click on the door icon to terminate the consultation. Please remind your patient to
complete the evaluation after the consultation.
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10.8 Follow-up and evaluation
At the end of the video consultation you will be directed to an
evaluation where you can enter information about diagnosis
codes and the outcome of the consultation.
If you start to write in the patient’s diagnosis, a number of different diagnoses and codes will be listed (diagnosis codes are
taken from icd.nu). Choose the correct diagnosis. Click on Add
a diagnostic code if you want to add more diagnoses. Please
note that the function for diagnostic codes must be activated
at Visiba Care before it can be used.
Please fill in the other details as well if possible.
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11

Technical requirements

11.1 Webcam
Make sure that you have a functioning webcam installed.
Check that the correct unit is selected in the web browser.

11.2 Web browser
The service requires you to use the web browsers Google
Chrome or Mozilla Firefox.

11.3 Microphone and headset
Make sure that you have a functioning microphone installed.
Check that the correct unit is selected in the web browser.
Headsets often work very well in the tool.

11.4 Internet, network and firewall
It is essential to have a good Internet connection to be able to
use the service. It is also important that the network is
configured correctly and that your firewall does not block
calls from the service. Contact your system administrator if
you want to check that these systems are working.
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support@visibacare.com

