Communications Platform

Set-Up Manual
The comprehensive guide to configuring your organisation's
interface & communicating with your patients

About the Service

Who is this platform for?
This platform is suited to both public and private entities.
(These include both the HSE and NHS establishments.)
For more information, please visit www.wellola.com.

What is this service?
Wellola's platform allows clinicians to securely and seamlessly make video
consultations with their clients anywhere at anytime. (Clinicians can easily work
from home with the following browsers: Chrome, Safari and Edge).

Why Wellola?
At Wellola, we take security and privacy and usability very seriously. We have
therefore designed our platform solely around the functionality and security
needs of health professionals which sets us apart from other video
communication platforms.

Functionality

Our platform and comprehensive suite of features allow for seamless
interaction between provider and client from before, during, to after the
consultation. Our comprehensive suite of features is as follows:

Client-facing Portal - branded to customer needs
Online Booking for in-person or e-visit sessions with appointment
reminders
Video Consultation via SMS/ email or in-app
Secure Messaging
GDPR-compliant Correspondence (provider to client & provider)
Store images and documents with client file
Client Library- upload ongoing educational material
FHIR/ HL7 API available where required
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Logging in as a provider:
For doctors & clinicians
Logging in as admin:
For admin staff / the user who
originally set up the account.

Emails: If you can not find the confirmation mail, make sure to add the Wellola
mail address to your safe-senders. If you should not receive an email within 48
hours, check your spam / junk folder.
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1. Details
Fill out all fields.
Once "saved", you
dont have to revisit
this page.

2. T&C's
Fill out the field with
your organisation's
T&C Policies.
(e.g. Cancellation
/Privacy policy)
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3. Appointment Types
Make sure to click on "telehealth"
if this appointment will be a video
consultation. If you select "Display
online" this appointment will be
visible to clients booking online.

4. Working Hours
This will be the Clinic's default
working hours.
Click on the "+" in the green box to
add breaks.
Remember to click save.
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1 Add a Service Provider
You need to add at least one service provider. Enter details above.
Note the default working hours set up for your organisation will
automatically apply for this provider. (If you want to customise the
provider's hours please see the following page.)
Make sure to select a service and then click "Add Provider" to save.
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Side Note - Managing Multiple Service Providers

Click on the Profile Button on the top right hand of the
screen. Select "Manage Providers" from the drop down
list.

Click on any of your listed providers or add a new one

Edit their password, appointment types and availabilty
Click on "Edit Details" to
edit this provider's
password. Click on the
Availability tab to edit
their working hours.
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Managing a Service Providers personal availability

When you are in a Provider/Clinician's file, you can also update their
personal availbility which is either the same or perhaps different to
the working hours assigned to the admin account i.e. the clinic.

Note:
If the admin is manually booking an
appointment for you as a provider
then they will only be allowed to
choose time slots that are within the
providers personal availbility.

Setup
1

2

3

Login

Admin Settings

Organisation

Add a Booking Form Link
You can copy and paste this customised link into your website or send directly to
clients to allow them to book online.

When your appointments are booked online, they are automatically
updated in your Dairy or Telehealth Appointment tab; depending
on whether the appointment is a video consultation or not.
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Congratulations!
You have now set up your organisation and you can start
adding patients and organising video consultations.
Continue reading to see how...

Quick Telehealth
The Quick Telehealth Function allows you to make a video call with a client in
under 30 seconds without making an appointment.
1. Go to Quick Telehealth
Click on the "Quick Telehealth" tab in the
menu on the left

2. Send the invitation link to the client
You can do this either by email or SMS by
choosing one from the drop down list.

Mobile Option

Email Option

3. Start the call
Enter the video call by clicking on the green
button.

Telehealth Module
Note
There are 2 ways of creating/entering a video call on this platform.
The first way is by using the Quick Telehealth function as explained on the
previous page.
The second method is explained in the following pages. This method allows
you to organise appointments, deal with your full client list and to manage an
agenda.

Quick Link

Via Scheduled
Appointment
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Add Clients
Click on the "Patients" Tab on the side navigation bar. Click "Patient List".
Add a client manually by filling out all relevant information fields above. If you wish to
import your existing client list, simply download our template in the "import clients" page.

Telehealth Module
1

2

3

Add Clients

Make Appointment

Call

Make an Appointment
Click on the "Diary" Tab on the side navigation bar
under Appointments. Click "Add Appointment".

Appointment Details
You can either select one clinician and one
patient from the respective dropdowns or
make this appointment a group call by
using the "Add additional clinician /
participants" buttons.

If this is a telehealth consultation, make
sure to select Video consultation in the
"Type" field.
Then click "Save appointment".
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Click on "Clients" Tab. Then click on "Telehealth" to access video consultation appointments.

Click on the "📷 View" to commence a video consultation with the patient.

You will then be redirected to the Video Call screen. Click on the
green phone button at the bottom of the screen to commence the
call.

Reminders Module

Set Automatic
Appointment Reminders
Click on the "Communications"
tab on the side navigation bar
Then click "Reminders".

Choose either SMS or Email Reminders
Make sure to activate the red toggle
marked as "no" to enable reminders.
The reminders are defaulted to "no"
unless you change them.
Make sure to save preferences after.
Regarding SMS reminders:
The Top Up Account must be credited
in order to send SMS messages.

Messaging Module
Message your patients
To contact your patients via text message, navigate to the
Communications tab on the left. Here you have three options:
1. List Messages
View your previous conversations
2. New Message
Create a new message to a patient
3. Notifications
Set reminders (as previously covered)

To create a New Message, first select a patient from the To: dropdown. Patients will only appear if
you have set them up under Patients beforehand. Then fill in the Subject and Message fields. If
required, you can add an attachment using the Select File button. If you want to attach more than
one file, click on Add File to add more upload fields. When you are happy with your message, click
Send Message below.

Messaging Module

To view sent messages and replies, go to List Messages. Here you can filter by date (top left) or
search for specific messages (top right). To view the message thread, click on the blue message
title in the Subject column. In the column New Replies you can see if the patient has replied to
your message yet. If this is the case, a green tick will appear.

Resource Module

If you additionally want to provide your patients with informational material and other recources,
click on Recources in the menu. Simply upload a file, give it a title and description and click upload.
If you do this via the General tab, it will be shared with all patients.
If you do this via the Condition Specific tab, it will only be shared with patients that are
experiencing the condition you selected from the dropdown. If you wish to share a recource with a
specific patient, you can do so via the Patients tab.

Forms Module

To create forms for your patients to fill out, simply navigate to the Forms tab and click Create
New Form. The form assistant will then take you through the entire process and explain each
step in greater detail.

To create referral forms, navigate to Patients and click on Referrals. The
process is very similar here, you can create a new referral form by clicking on
the button at the top and you will be taken to the form assistant. The list of
referral forms also gives you the option to View Responses once created.

Security
Digitization & Cybersecurity
At Wellola, we believe the digitisation of any healthcare administration process must
be matched with proportionately sophisticated Cybersecurity measures. Wellola
stores & backs up all data in secured, state-of-the-art AWS data-centers within the UK
for our UK customers and within the EU for our EU customers.
Secure By Design
This solution has been architected with the specialist support of Deloitte - recognised
as an AWS Well-Architected Premier Partner (there are only twenty-one in EMEA).
With their hands-on experience in architecting, building & optimising architectures
that follow the AWS Well-Architected Framework we can now offer enhanced levels of
data security.
Encryption
A Hyper Text Transfer Protocol Secure (HTTPS) using a 256-bit Secure Socket Layer
(SSL) certificate is used throughout the site ensuring a 2048-bit encryption at rest & in
transit so that data is always safe when being transferred from any device to our
servers. Our proprietary WebRTC is encrypted end-to-end. WebRTC is considered by
industry professionals as the most secure VoIP solution, and it is how all video calls
are made within our platform.
Third Party Monitoring
Our platform avails of third party 24/7/365 monitoring that takes advantage of the
latest statistical mechanisms & machine learning to provide a premium quality control
& risk management service. Thanks to its heterogeneous monitoring & logging
systems, abnormal patterns of behaviour can quickly be identified and responded to.
Data Processing
Wellola is independently ISO27001:13 certified, an international standard that
demonstrates a secure environment when managing all client information.

Requirements for video
What do I need?
All you need as a provider or client is:

Internet connection
(wifi/3G/4G)

A device with a
microphone and webcam
(computer/laptop/Phone)

A compatible browser
(Chrome, Safari, Edge)

Detailed note on Spec Requirements:
Windows 10: Chrome 80, Firefox 72, Microsoft Edge 44
MacOS High Sierra: Safari 11
MacOS Catalina: Safari 13, Chrome 80
iOS 12: Safari 12
Android 10: Chrome 79

How to get in touch
Do you need help setting up?
We're here to help and would be delighted to offer you a 1:1 Demo with a
member of our staff.
To help you set-up or to troubleshoot any problem, simply book a time slot
with us using the following link:
https://calendly.com/patient-portal-demo/iacp-wellola-portal-demo
If not, our team is on hand Monday-Friday 9am-5pm to respond to any email
queries too!
info@wellola.com

Follow us on social media and Youtube for updates and more guides.

