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Introduction:

This user guide is aimed at providing each delegate with a basic introduction to SystmOne (S1).
Delegates will still require specific role - based training within their organisation and this is highly
recommended.

It is a legal responsibility to protect patient confidentiality. The responsibility for safeguarding and using
confidential information appropriately rests with each organisation.

Overview of SystmOne:

SystmOne Access

SystmOne Local Outline

*oursponsor {ususlly ine manager) requests
sccess via the Mew Care |dentity Service (CIS)
system and evidences 3 items of proof of

identity including picture 1D.
You will set s passeode for your card which
must be kept secure. Yourcard is matched to
ACUTE SystmOne when you first log in.
Hespitals
GP Qut of Hours 3
Physiotherapy
E-Referrals @)
Agccess nghts to SystmOne arebasedon
roles on yoursmartcard (REAC), and defined
in the Mew Care |dentity Service (CI5) system
NATIONAL foreach unit youhawe tolog into.
N3 SPINE YOU MUST USE YOUR SMART CARD TO
Care Record MATCH RECORDS TO THE SPINE
Service Youmustkeep your card and password
secure!
Any Patient r—\
onthe Community
Demographic GP Units
Service will Surgeri es Patient registered to
have an Generally patient each unitas required
NHS record is with data entered to
registered to one the Faﬁgm Record
NUMBER GP unit for GMS and ending care
when episode of
. e w care is finished
Contains Clinicians:
Summary Care g;;;:in“;;':n”é Health Visitors
Rew“_j Patient recards Systm S-Cho-ol Murses
Infi ti District Murses
frn Om}? .Onl PRefer!'g_ls One Adult Social Care
L) HHHE] rescrioing - Shared @ \/ntermediateTier
systems Sharing e — oast
Tasks 1 ]/ Poiesis
Specialist centres
When a patient Admin/Recep Palliative care
: o e E-Referrals Open Door
is registered to Referral |etters ChildHealth
a GP or Templates St Andrews Hospice
Communlty Appointments LyndseylLodge
unit then the Tasks Hospice
: B Prescriptions Health Trainers
splne. r?t{:ic)rd [ Scanning \&‘ Community Stroke
visibie Patient Records team
Registrations Drug Intervention
Administration TissueViability
team .
Management Community OT
Reporting Community
Coding Diabetes
Perfarmance And any additional
Staff set up community unit as
Tasks the System

\ expands. J

About the Spine:

The aim of the Spine is to provide a national shared summary of patient information so that health
professionals in England can share data quickly and effectively and have access to up - to - date information.

The Spine consists of several integrated computer systems and databases that deal with different types of
information:
e Patient Demographic data: (name, address, date of birth): The Patient Demographics Box is
located in the top right - hand corner of the screen when a Patient Record is open and shows
various details about the patient (if recorded).
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e Electronic Referrals:
o If you want to send a referral electronically to another SystmOne organisation, all the
following criteria must be fulfilled:

*  You must have been granted the Refer Electronically access right.

* The organisation you are sending the referral to must have been configured to
receive electronic referrals.

= The user you are sending the referral to must be set up to receive electronic
referrals.
e Electronic Prescriptions (EPS):

o Enables the digital signing and electronic transmission of prescriptions directly to a
dispenser of the patient’s choice, with no need for a paper prescription.

o To produce electronic prescriptions, prescribers must:

=  Users must log on with their Smartcard
* Prescribe using a valid Dictionary of Medicines and Devices (DM+D) code.
=  Prescribe by number not packs.
o To receive electronic prescriptions, patients must:
= The patient must be registered on the spine, with full GMS status and have a valid
NHS number.
*  The patient should have a nominated Pharmacy.
e Summary Care Record (SCR):

o The Summary Care Record (SCR) is a summary of a patient's GP medical record uploaded
to the Spine so that it can be accessed by any legitimate carer, regardless of the computer
system they use.

o The circumstances when this is beneficial include when a patient is seen at a hospital or
Out of Hours unit or when a temporary resident is seen at a GP practice.

o The National N3 SPINE Care Record Service runs up and down the country and contains
summary care records and information from all clinical systems such as SystmOne, Emis
Web, and other spine linked clinical systems.

o When a patient is registered to GP Surgeries or Community Units

e GP2GP Transfers:
NOTE: You must be logged on with your Smartcard to be able to perform a GP2GP transfer.

o When you are registering a patient, if the patient's registration type is Applied and the
patient was previously at a GP practice that does not use SystmOne, a request is
automatically sent to Spine for the patient data to be extracted from the other practice's
clinical system, ready for import into SystmOne.

o This request is sent in the background during the registration process and is in the form of
a GP2GP Transfer In task, which you will see listed on the Patient Home view when the
Patient Record is displayed. The task will show the following details:

= When SystmOne sent the request to the patient's previous practice.
=  When your request was acknowledged by the receiving practice.

= When the patient data extracted from the other clinical system is ready for you to
transfer to the SystmOne Patient Record.

NOTE: Instead of monitoring the Patient Home view in the individual Patient Record, you can use
the GP2GP Transfers screen to track when data extracts from other clinical systems are ready for
you to add to the relevant SystmOne Patient Record.
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Login, Lock Out and Exit the System Correctly:

Two ways to log in:

Option | - NHS Smartcard Access:

¢ No one should use the system without using their Own Smartcard.

, NHS Care Records Service

o - Spine

- Card

® E=8 wo—
: cH

e Using your Smartcard will ensure that you are connected to the Spine.
e Use your Smartcard in the card reader on your keyboard or card reader slot on your laptop,
complete appropriate fields and enter your passcode to activate your account.

o Select the SystmOne Live icon on your desktop &
o When on the Authentication screen Click on the Log on with NHS Smartcard button.

Authentication

Smart Card Authentication

Log on with NHS Smart Card

User Name & Password Authentication

o This will then take you to your Profile screen:

| Welcome back

Information e Show sen praties

Community Services

EDSM Community [Lincoinshire) Baon
Clnical Applicason Adminisrator, Last used 27 Sep 201 03 52

eMBED Humber Community Urit

| Trainer, 2243020191259

|

|

| General Practice |
EDSM 6P (Lincomshire)
Glal Apiicaton Admrshator, Latusad 201 2018 1415
SMBED Himbe Traning GP eaon NI
Tiainer, Lastused yesaraay 0840

o Select your Department/Unit from the drop-down list (if working at more than one).
o Click on the button which will then take you to your Home Screen.

NOTE: Ist time login — you may have additional fields to complete.

Option 2 - Username & Password:

e Username and Password will be given to you by your own Unit if they allow this method.
o Enter Username and Password in the appropriate fields in the authentication screen as

above and then Click on the button to take you to your home screen.

NOTE: Username & password gives NO Spine functionality.
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SystmOne Lock Out:
Always lock your system when leaving your machine or work area for any short period of time (going to

the toilet/making a drink i.e. remaining in the office):
e Press Fll and remove your Smartcard to: Lock the screen, Switch User or Shutdown

the system:

Lock Out Security e
[

€MBED Humber Training GP

Password

Ok Shutdown New User

e If used to Lock or Switch Users, when you return you just need to log back in with your
Smartcard and enter your pin number-.

Governance, Security and Information Auditing:

u
Remember to Lock your PC (press either the Windows Key m and or use the
Ctri+Alt+Delete then Lock this Computer) if moving away from your desk/work area as leaving data
visible to others is not appropriate — reference to Information Governance and Clinical Security.

e Log Off - If you're going out of the office/building for meetings or home visits etc., you should
actually Log off the system and your PC. (Think about the fact that you may not come back into the
office depending on the situation.)

¢ Role - Based access controls - What people can do on the system and the information that they
can access depends on their role and the type of activities they carry out. These are on your
Smartcard.

e Smartcard:

o NEVER SHARE YOUR SMARTCARD.

o Before you can start using your Smartcard, you must first activate it.

o The activation process involves using SystmOne to associate (or match) your Smartcard
with your normal SystmOne user name and to confirm your employment role within your
Organisation. ***You only need to carry out the activation process once.

o YOWU are responsible for your Smartcard!

NOTE: If you lose your Smartcard you must report it inmediately to both the Helpdesk
on 0345 140 8000 and also inform your line manager.

o You can identify who your Password & System Administrators are via:

* Setup>Users & Policies>Staff and Organisation Setup> generally the last 2
Columns on the right, see screen shot below.
= The Staff tab allows you to:
e View details of the Users in your Organisation.
e Manage SystmOne user accounts of staff within your Organisation (System
Administrators only).
e Change another user's password and/or re-enable their SystmOne account
(Password Administrators only).

Stafl | Branchss | Archived Statt | Archived Branches|

B New Staff & Amend Staff | §i8 Archive Staff B Change Password | 8 Disable Logon | & Enable Lagon | [ Remove Smartcard | + Assign Skil Sets
ntials | Role © Last Logged On Currently Log...| Logon Enabled | Smart Card | Password A,

Name
SPEED, Helen (Mrs) Administrator 12.Jun 2019 16:36
SPEED, Malcalm (Dr) Administrator 20Jun 20151333
SPEED, Michag! (Mr) Administrator 124un 2019 16:44
SPEED, Patricia (D) General Medical Practitioner 12 Jun 2019 16:41
SPEED, Robert (D) General Medical Practitioner 12Jun 2015 16:45
BERRY, Pete (M) PB GP Partner 030ct2018 12:47
LIST, Task GP Surgery

BAKER, Harry (Mr) haryb  System Administrator 19 Apr 2018 14:33
BAKER, Holly (Miss) hollyp  System Administrator 19 Apr 2018 14:32

e Audit Controls - Every time someone accesses Patient information, the system will automatically
record who accessed it, when they accessed it and what they did.

e Alerts — An alert is raised by the system and then investigated if access to confidential Patient
information may have been inappropriate.
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How to HIDE Patient Details in SystmOne:

When sharing your screen for remote support purposes or to enable you to take a screen capture without
showing patient details, you can Hide patient identifiers — this results in the demographic box showing
the words Patient Details Hidden instead of the patient’s full address and DOB, etc.

(The option to hide patient identifiable information does not guarantee that all patient identifiable
information will be concealed. Before using this option to demonstrate on a real Patient Record, ensure
you privately test all the functionality to be demonstrated to ensure that no breach of patient data
confidentiality will take place.)

These are the steps to take:
e Take note of the patient’s NHS number.
e Select the User Menu> (from the top toolbar).
e Select the User Preferences>Miscellaneous Node.
e Tick the button for Hide Patient Identifiers as below:

¥ User Preferences - Ll N [l . @
Search  Clear Demonstration Options
) Bookmarked URLs A This option to hide patient mdemlf!able !ﬂfnrmatmﬂ does not guarantze .that all patient \nammah\e.lnmrmalmn
will be concealed. Before using this option to demonstrate on a real patient record, ensure you privately test all
A Changes the functionality to be demonstrated to ensure that no breach of patient data confidentiality will take place.
B colours
Configured Lists | Hide patient idertifiers
Dates 1 Trial Options

D
&t ispensing Options in this panel are trial options only and are not fully supported. Iftheir use causes problems, you should
Forwarding Recipients urn them off.

> ™ Home Screen
Instant Messaging [7] Show error valication messages at the hottom of a dialog rather than in a separate dialog

= Logging On NOTE: This does not apply to al dialogs
Miscslansous [7] Show break down of cpisodes of care
Navigation

@ | Notifications
o

Copy from Anather User Restore Defautts ok Eancel

e F10 search to identify the patient using the correct NHS number so only one patient is
displayed in results screen (Avoid searching via name as several names could be returned in
results), you will only see xxxxxx’s for patient details as displayed below:

¥ Qunck Patient Search

Hame search | 346 184 6355 Saarch Hiestory This Agdress ¥ Adyanced
| HHS Mumber First Hams Middie Names — Surnams Do8 I Mouse Hame | House | Road Fosicods Tekepihons
SEG1R46355 MOOO000 W0 30 B0 W00 o W00 WO DO WD D] W0 MO0OOOO000, -

r

o This will result in the patient demographic box then appearing as below (and addresses within the
new journal will appear as XXXs):

Patient Details Hidden

v pdvRnvimCeoe

e  When in the record, you will see that the Save icon is greyed out so saving the record is
disabled while this function is selected.

e Go back to User>User Preferences>Miscellaneous> to remove the tick from Hide
Patient Identifiers to return to seeing patient details again.

e You will need to re-retrieve the Patient Record to be able to save any data you want to add to the
record again.
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SystmOne Home Screen Navigation and Using Function Keys:

[ SystmOne GP: HALL, Chris (Mr] (Trainer) at <MBI Taining GP - Hor =

Patient Appointments Reporting Audt Setup Links Dispensing Cliical Tools Workflow User System Help

Q B w B 8 8 & £ 4 O & =

Search  Task Home ™
LerEc kel RS I Y IOEA IS T &A@ W@ ESE

Configure Home Screen

=

A = |8 |® & @ W =

Changss Notify Tasks Forums Apts Visits Path Scan

=%
Q

4 20f2newnotices View Al NewNotice b

[TPP] SystmOne - EMIS Integration
Data sharing between TPP and EMIS Health is

now available on general release. After a

succesful pict period this functionality is

available to SystmOne and EMIS users

Adcitional information about the project can be.

Read More

o o000 B e Boo@@EFEococc @12 €8 & oen

The SystmOne Title Bar is displayed along the top of the screen:

—— -

i SystmOne GP: HALL, Chiris (

o This displays the Name of the user logged on, the Unit name and the current page you are on, in
this case the Home screen, this changes as you move around the system.

The SystmOne Main Menu is displayed under the Title Bar:

Patient Appointments Reporting Audit Setup Links Dispensing Clinical Tools  Workflow  User System Help

e Using the Main Menu allows you to navigate to the main functions available on SystmOne, this
starts with the Patient Menu and goes through to the Help Menu. Many options are initially greyed
out until a Patient Record is opened then they become active.

e Example A below displays the Patient, Clinical Tools & the Help menu options:

[Fatiert ) Apporrtments Reporting Audit Setup Links Dispensing [Ciical Taois] Workfow User System Appoirtments Reporting Audt Setup Links Dispensing Clinical Tools Workflow User System
Patiert Record ctr '8 e} CKS Clinical Topics Ctr  LaunchHelp Browser..  Shift+F1 il Patient Record Clrl+Shifte WV @ & £ 2
Patient Consuttation o m T Q Show Screen Help. F1 =13

54 Map of Medicine W
& Repeat Prescribing i Getting Help with SysimOne e iy e Home M
# Vaccinaions R UE & oucacuao Fags & FReneat Prescriving NduHLAeTOEA NS
@ Patiert Maintenance v [F Weekly Alconol Intalke... [ — #  Vaccinations
vt . 3 smoker Lte Expoctaney B
» o @ Patient Maintenance » &> Patient Registration Wizard Ciri+D

{8 Find Co-habitarts... CirkF10 o |ERREE D Pt d
Resume CirkFd Q cRisK2 Caleutor = o) k d¢ Patient Details

] e — $2 FRAX Risk Calculator = £ §8 Find co-nabitants Ctri+F10 pationt Care

Predicted Peak Flow. FErtas Appis Resume ChrisFa
= » - c
Sl (@ CHADSVASe | CHADS... Patiznt Care (105)
Discard Patient Ciri+FB .
Warfarin Montoring Data. Save Patient F6 10 RecordNew Address
Renal Disease Calculations:
Ermbrins D W Discard Patient Cirl+F& Changs GP...
TS N Body Surface Area
§ B Record Sharing
O paent Locetar . & Pregnancy Expected Due Date Open Patierts o
Q3 Quick Patient Search F10 [ cria Growtn charts Fiecent Patients d Change Dental Practice
LRl Degluction request...
GPPAQ Pysical Activy Index O, Patient Lacator cukR
| 1sabel Diagrosis Too @7 Quick Patient Search... F10 = Security Controlied Procedures..
8 Launcher Fi2 B4 Patient Plan... Ctrl+Shift+A
R Read Code Browser
B Drug & Appiance Browser ) New Online User Account
B¢ Action Groups Browser. & Oniine Users
A: @ Bookmarks v B: & Oniine Service Access Requests | Invites

e Example B above displays the Patient Menu>Patient Maintenance> with additional options.

e You will also notice in the menu options if there is a keyboard short cut to use as an alternative
way of getting there, the shortcut is displayed at the end of the option.

e Some options also have an arrow to open up further options in that menu.

e On the Clinical tools menu you can also view Bookmarks already available to you.
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Bookmarks:

If you need to add, amend or delete a bookmark do one of the following:
e Click on the Bookmark and select Configure at the bottom of the list.

¥ Bookmarked URLs ]
Bookmark URL  Amend Bookmark = Delete Bookmark

Catagory Ic... URL Bookmark Name Password ?
No Gategory + () hitp:\yellowcard mhra.gov.uk Yellow Card B

Datix @ www.bma.org.uk BMA +*
Ipswich Hospital @ wwwbnforg uk BHF :
Pathology @ www.gme-ukorg oMe

Stalls Archive @) wanprimis.nhs.uk PRIMIS 3

@ www.searchmedica.co.uk
@ http:unww.ebs.ncrs.nhs.uk
@ hitpsNwww.cas.dh.gov.ukiHome. aspx

Web Referral Forms

http:Uwww.hpa.org.uk
@ P pa.org.

@ http:www library.nhs.uk
@ www.google.co.uk

Search Media
Choose and Book
Central Alerting
System

Health Protection
Agency

NHS Evidence
Goagle

7 Categaries 11 Bookmatks

Reset Defaults Ok Cancsl

This opens up the Bookmarked URL’s screen where you can view the actual website address for
the appropriate bookmark in the list or make amendments or delete it by selecting a bookmark,
Clicking on the Amend Bookmark or Delete Bookmark button and complete the details as
required.

To Create a new Bookmark, Click on the Bookmark URL button and input the URL address
and name and any other details required and then Click OK to save:

URL Bookmark

Optional icon ~
Category T New

URL Test

MName:

Site password

Passwords entered here are not used when launching the bookmark.
This field is only to serve as a reminder for your password.

ok Cancel

Toolbars:
The toolbars are located at the top of the screen below the Main Menu.

V1.1 SystmOne Admin Introduction User Guide

Q

Search

&

Task

o & 6

Details Mext Acute

v E 0O

Discard Save Recard

The buttons in the toolbar allow you to perform common tasks, for example searching for a
Patient Record, saving or discarding the currently retrieved Patient Record, issuing an acute
prescription etc.

As you can customise your toolbars, it is possible for everyone's toolbar to look different although

configuration may be set by the Organisation so customising may not be possible.

Some buttons will appear greyed out if no Patient Record is open.

Hover your mouse over each toolbar button and a description will be displayed to identify what its

function is.

The following list gives a description of some buttons commonly found in SystmOne toolbars:

o Search Button - Use the Quick Patient Search to find a Patient.

Task Button - Create a new task.

Discard Button - Closes the current record without saving the changes you’ve made.

Save Button - Closes the current record saving the changes you’ve made to it.

Record Button - Return to the Patient Record view from any screen on the system.

Alternatively, you can Click on the Patient Demographic Box in the top right - hand

corner of the screen.

o Details Button - Record event details for the current consultation/event, for example
date, time, location. The background colour of the icon shown on the Details button will
change to indicate whether you are recording an administrative or a clinically relevant
event:

O
O
O
@)
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* Blue - Indicates that the event is administrative.
* Green - Indicates that the event is clinically relevant.
o Next Button - Saves the Patient Record and allows you to begin a new, separate
consultation/event without closing the Patient Record.
o Acute Button - Record new Acute medication or an Acute issue.

Configuring Your F8 Home Page:
Organisational settings can be tailored to Organisation preferences and then locked, where this doesn’t
apply you can configure the home screen Quick Jump Buttons (QJB’s) to your own choice.

e To Configure Click on the Configure Home Screen button.

e
" Configure L]

Ayailable Quick Jump Butions Selected Quick Jump Buttons:

Search| Clear

[ Appointments Ovenview

€D Patient Check-in

4 [E Navigation Actions & Appoiniments for Rebooking
Appointnerts

Search Clear

Divider
& BMI Calculator.

7 smoker Life Expectancy.
0 weekly Alcohol Intake.

e X 0%+

¢ In the left window pane select Buttons under User Settings.

e Then in the centre pane, use the search field to search for a subject by name i.e. notifications, quick
note, etc. or select from relevant folder if known.

e Double Click on an item to move it to the Right-Hand window.

e Position it where you want it within the Right-Hand window using the icons in that window (hover
your mouse over the icon to see what it does) add dividers if required.

®  When you've finished, Click the OK button to update your home page.

SystmOne Online Help:

To download the updated Help instructions following an upgrade, press Fl, a message is displayed, asking if
you want to download the update, Click YES, a file dialog is displayed showing the progress until
complete.

There are 2 options with the SystmOne online help function they are Shift Fl and F1:

e Option | - Shift & Fl key launches the Help Browser so you can search for help files by using
the Contents, Index, Search or Documents tabs as required:

|

e Option 2 - The Flkey opens up the help screen for the page that you're currently working on if
help is available.
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SystmOne Scrolling Notice Board:

The Notice board displays scrolling messages and information about the current status of SystmOne and is
displayed at the bottom left of your screen. They are used by TPP to let all users know about new releases
(regular updates and additions to the system), current bugs, bug fixes, urgent news and important server
information. They are reset after each SystmOne release, which means any unread notices will move from
the Current Notices tab to the Notice Archive tab see example below:

LA
& ¥ Notice Board [

S Current Notices | Notice Archive | Documents

ids read noticesi
4 2of2newnotices View Al | New Notice » Hide read notices

) Posted By Unread i
[TPP] National Dataset Extracts 11 w2016 TP [TPP] National Dataset Extracts

< TPP will be extracting the data for the annual National Diabetes Audit (NDA)
TPP will be extracting the data for the annual 11 Jul 2016 TPP 2015-2016 in the coming weeks
Mational Diabetes Audit (NDA) 2015-2016 in the

coming W?EKS . ) Your practice must optin to provide your data. Opting in can be done by
Your practice must optin to provide your data navigating to: Organisation Preferences = DH Submissions and enabling the
Ontinn in can ks dans by navinating , - )

e To view Click on View All, once read, Click on the “Don’t show again’’ to remove the notice
from view and it will be marked as read.

e If you are on the system at the time of the release (approximately every third Thursday evening)
you will be prompted to log off SystmOne, wait approximately one minute and then log back on. A
short download will then take place then you can continue using SystmOne.

To Do Buttons:

These can only be seen on the homepage, Clicking the button shows information in the screen below
(known as the ‘active space’, Re-Click to hide).

e If a square appears with a number — number outstanding.

e Button’s on display are - Changes, Notify, Tasks, Forums and Appointments etc. (Notifications and
Tasks covered in more detail at the end of this user guide.)

5 ° & & E o ]

Changes Natify Tasks Forums Appts Visits Fath Scan

SystmOne Change Notifications:

The Change window is used to list all changes that will be made to the system in the next maintenance
release/update.

e Click on the Changes Button to view system changes as shown:

A - = & E] Wil =

Ehanges Notity Tasks Forums Appts visis patn Scan

Click to view unread Changes

Make this view the default A SystmOne Changes.

Appointments it

Miner Ghange, FW03, posted 20 Jun 2019 09:57

The Appeintment Utilisation report will always take textual appointments into account.

Currently, the appointment utlisation report didn' include information for all textual appaintments. This will be fixed in the Maintenance Release.
Change not released

GPConnect

Minar Ghange, FWA7, pasted 25 Jun 2013 15:01

You will be able to book third. i at non-GP

As ofthe next maintenance rzlease, you will be able to setyour organisation preferences to allow consumers to book third-parly appointments at all
organisation types, notjust GPs,

Change not released

Goals

e Once read, Click on the Don’t show again to remove from the notice from view.
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[)’9 Systmone Changes...

e  You can still view all previous Change notifications by Clicking on the
button that will display all old notices.

" SystmOne Changes

Print Printer Settings Select Areas of Interest Elose

Show Appointments

@ Pending changes (not yet released)
Changes released 06 Jun 2018 Minor Change, FW03, posted 20 Jun 2018 08:57

The Appointment Utilisation report will always take textual appoint

Currently, the appointment utilisation report didnt include informatior

Older changes

Search Change not released
Sort by Category - Dan't show again  Commer
Include Changes for cther SystmOne modules and trusts
Only show Changes with commerts GPConnect
Title Unread | Total Minor Changs, FW47, posted 25 Jun 2019 15:01
All Changes 20 22 * | You will be able to ook third-party appointments at non-GP organi
) As ofthe next maintenance release, you will be able to setyour orgal
Interesting Changes organisation types, not just GPs

]

Other Changes
Appointments
GPConnect
Goals
Miscellansous

P
— =N

e The options here are to view Pending Changes, Changes from the recent release, older changes or
search etc.

Status Bar:

The Status bar is displayed at the foot of the screen regardless of which screen is currently on show, they
display a number of counters (boxes containing statistics) these are Pathology, Document Management,
Appointments, Visits, and Tasks, Double Click on the number to go straight into that section.

Moo ooo B s Booh@EFEooo0 @125 28 B 13z

—————— —_—

e The Search features entry box — is a quick way to find and navigate to features within the system,
useful if you forget where something is, for e.g. Reports etc.

NOTE: The counters visible are tailored according to the type of organisation you belong to (for
example General Practice, Child Health, Out of Hours), therefore use the Fl help to view details:

Function Key Shortcuts:

i Ctrl + R — Opens the Patient Locator
SyStmone Function Keys Ctrl + F6 — Discards Patient Record
F1 F2 F3 F4 F5 Fb F7 F8 F9 F10 F11 F12
Help Add to Add a | Address Refresh Save Spell Home Appt Patient Lock Right
Favourite | Recall Book Screen | Patient | Check | Screen Search Quick | System Click
Screen Record Search Menu

F9 Appointment Search:
The Appointment Search dialog allows you to search for Booked appointment and print out an
appointment slip to remind the patient about their appointment. This function is useful if the patient does
not know who their appointment was booked with or if they call to check their appointment time.

¢ Type Patients name and Click on the search button so results will be displayed.

NOTE: This does NOT take you into the Patients Record it only displays information searched

for.
" Appointment Search . v . L&J
Search current and future appoirtments for (ron gal Date of Birth ¥ | |Search
Including
Historical appointments since |19 Jun 20139
Appointments remotely booked into other organisations Textual appointments
Day Date Time | Staff Member Mame Location Status # Flags Last Updated Updated By
Wed  17Jul 2019 10:00 HALL, Martin (Mr) GALE, Ronald (Mr) 07 Jan ... @MBED Hu... Did NatAt. ¥ 17 Jul 2019 22:50 o
Wed 17Jul 2019 11:30 HALL, Chris (Mr) GALE Ronald (Mr) 07 Jan ... eMBED Hu... Did Mot At... 17 Jul 2018 22:50
Fri 19Jul 2019 09:40 LING, Helen (Mrs) GALE, Ronald (Mr) 07 Jan ... South Bank Booked = 17.Jul 2019 11:08 LING, Helen ...
DoB: 07 Jan 2014
Contact: 100 5t. Heliers Road, Cleethorpes DN35 7LQ (01475 54565) -
I 3 Appointments |
Mark As Arrived Close
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To view a Patient's Date of Birth, Address and Preferred Contact Number, hover the mouse over the
Patient's name. The details are displayed in the form of a tooltip, if a Coloured Block or a Flag is
displayed in the Flags column, hover the mouse over it to view the details (see example in the screen shot

above).
o Click the Information button to print out an appointment slip.
o Click the Mark As Arrived button to mark the selected patient as Arrived on the
Appointments Overview/Appointment Ledger.
F7 Spell Check:
e Remember you can use your F7 key anywhere within SystmOne to check on the spelling of any
data/notes you've created if required.
e The spell checker allows you to ensure that any free text you type on SystmOne has been checked

for correct spelling.

Spellcheck ‘instructione’ - i

Current word | instructione Ignore
Replace with  instruction Add to dictionary

instruction o Ecit clictionary

Replace Al Replace Cancel

NOTE: The Dictionary complements the spell checker function as it allows you to personalise
your spell checker so that it works more efficiently. You can add names or words you use
frequently that the spell checker does not currently recognise so that it will not pick them up in
future.

Effectively Search for and Open a Patient Record:
The Quick Patient Search Dialog:

Do one of the following:

Press the F10 key on your keyboard.
OR

Click the button in the toolbar at the top of your home screen.

OR

Select Patient in the toolbar at the top of your home screen then select Quick Patient Search
from the list in the main menu. Then the Quick Search Screen is displayed:

¥ Quick Patient Search |

MName search Search History This Address 2 Adyanced

] Include deducted patierts Include test patients St All Sites ~ | olumns & Settings

Date of birth Include patients only registered for remote baoking [ Search on previous sumames

w

elect Appointment Consuttation Eavourte Screen Close.

The search covers all Patients who are currently registered or have ever been registered at your
Organisation.

NOTE: It’s essential that you do as many searches as possible to avoid the possibility of creating
duplicate records on the system, use Names, Dates of Birth (Exact, During, After or Before

options).
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e [f the Quick Patient Search returns too many Patients the Patient Locator may help you to
narrow down the list - see Using the Patient Locator Search below.

e Type afew letters of the Patient’s forename, then type a space and then type a few letters from
the Patient’s surname, e.g. type “al sam” to view Patients with names like Alice Samuels, Alexander
Samson, and Alicia Sampson etc. or use the NHS number if known. (You can type in a few letters
of a surname if you’re not sure of the spelling for first name).

e Click the button and select Include Deducted Patient to include Patients who
have been registered at your Organisation in the past but no longer have Care provided with you
or Test Patient as appropriate.

e Test Patients — Each Unit has its own Test Patient, should be used to practice getting around the
system for new staff or test out new functionality, NEVER use a live Patient Record for to do this.

e Click the L..52arch i button and it should return some results.

" Quick Patient Search o - - . am TR [

Nams ssarch |conway "Sounds Like" search | Search History This Address
] Inciude deducted patients Include test patierts Stz |All Sites 7| Columns & Settings
Date of birth Include patints only registered for remote booking  [] Search on pravious sumamss

NHS Mumber | First Name T Middle Names | Surname DOB In House Name | House .| Road Postcode Telephone
Brittany Conway 01 Mar 1967 F ] Chasehill Road DN40 3EH -
Doreen Susan Canway 01 Jan1923 F 457 Dudley Strest DN31 2AB 0300 00000

Grace Canway 01.Jan 1966 F 457 Dudley Strest DN31 2AB EEEREREER) I
Jack Conway 01 Jan 1944 M 457 Dudley Street DN31 2AB

e  Only the first 20 Patients/Clients matching your search criteria will be displayed. To view more
than 20 results you must use the Patient Locator.
e SystmOne uses the following colour - coding on the Quick Patient Search dialog.

NOTE: Click Fl help and you will see all the corresponding colours for your GP Unit as shown
below:
o Black - Permanent GMS patient.
o Green - Patient applied for GMS.
o Red - Patient is a2 Walk-In patient, a Temporary Resident (TR) or requires Immediately
Necessary Treatment (INT).
o Blue - Remotely registered patient (patient registered at another Organisation who has a
remote appointment booking at your Organisation).
o - Patient has other registration status, for example private.
o Brown - Patient has an incomplete registration.
o - Test patient.

o - Deducted patient. NOTE: You must have selected the Include Deducted
Patients option for deducted patients to be shown in your search results when searching
by Patient Name or Date of Birth (when searching by NHS number, Deducted Patients are
always displayed, regardless of whether this option has been selected). Also, you must have
been granted the 'View Deducted Patients' access right to be able to retrieve deducted
patients.

e Once you've found the Patient you’re looking for:
o Click on the Patients name in the results screen and then you can either Double Click on

it or Click on the | Sslect | button to retrieve the record.
e If you selected a Deducted Record you will get the following message:

Question

@ This patient iz no longer under your care

Coyouwant {0 add new data to the recard?

Yes Cancel Relrieve
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e Click on the k.r=s.} button to add new data, Click on the button to view the record without

adding new data or Click on the [ CencelRetrieve | button as appropriate. If you Click on either YES
or NO button you will then get the following Privacy Alert message:

¥ Privacy Alert i
B|r|u| & B @ 2| %0 [sanssent Rl = ===EeEE i 8

ok Cancel Presels

e  You then need to record the reason you are accessing this deducted record, and then Click the
OK button, this sends this to the Privacy Officer for your Unit to check and validate.

Using the Patient Locator Search:

This allows you to search for a Patient according to a range of criteria related to Name, NHS number,
Address, Carer, Registration date/type and Date of Birth. You can search even if you only have limited or
partial details. The button functions are the same as for the Quick Patient Search screen.

To view the Patient Locator Screen do one of the following:
e Press Ctrl+R.
OR
e Select Patient>Patient Locator> from the Main Menu.
o Type in the details you want to use to search for a patient.
o Click on Search.

£ Appoirtmert  Consutation | Favourts Screen | Audt Trai

MHS Mumber Address Carer & Registration

NHS number Housz Na. Name Usual

Olel-style NHS numbzr Roal Registered

Mame Locality Registered v

Forename Postzl town Site Al Sites v
Surname Current ||| Postcods Includle Remetely Booked Patisnts

Date of birth - Telephone V| Inchude Decucted

Sex Include Previous Addresses Includle Test Patients

Search History This Address Clear Columns & Setfings

Patient with the Same Address:
o From the search screen results Click on the Patient you want and then Click on the

This Address | byteon and it will then display Patient who live at the same address.
OR

e While in a currently retrieved Patient Record Press your Ctrl+F10 key on your keyboard.
OR

e Click on Patient in the main tool bar, then select 33 Find Co-habitarts... and it will then display
Patient who live at the same address.

NOTE: In both the Quick Patient search and Patient Locator search results screens you may
see the following icons displayed in the information column:

ﬁl - Today is the Patient birthday.  «#¥%. - The Patient is deceased.
T . Test patient. X - Adeducted patient.
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Spine Difference Screen:

NOTE: When using your Smartcard you may see a Spine Difference Screen (PDS) displayed
after retrieving the Patient Record.

This screen shows any identified differences between what’s recorded on SystmOne and on the
Spine e.g. SystmOne telephone number is 01472 678945 where the Spine has nothing recorded or
SystmOne address has no Post Code, yet Spine address includes the Post Code.

This screen allows you to Accept the changes or to leave as is and Do Later, however please
remember that if you select Do Later and Save the record, this will create a further task.

If there is a list of differences you can select Keep Spine Entries for the telephone number and
Keep SystmOne Entries for the address or as appropriate.

S

Born 12-Jan-2010 (6y 5m) Gencer Female NHS No. 946 184 6509

¥ Spine Patient Record Differences

GRACIE, Alexi (Ms)

Patient Differences

¥ Keep all SystmOne values

Use all Spine values

e || Gk

b Telephone

01472 675945

Changes will be updated when the patient record is saved

ol Do Later Reset

Navigate Around the Patient Record:

[ SystmOne GP:

 [Clinical Application Administrator] at EDSM GP {Lincolnshire) -

Patientt Appointments Reporting Audi Setup Links Dispensing Clinical Tools Workflow User System Help
Q, [% w O E3 8 w o & Miss Brittany Conway 01 Mar 1967 (49 y) F
5 o e D = = T o o=h Lo = = . 8 Chasehill Road, Morth Killingholme, Immingham DN40 3EH
earc! as) iscar ave ecor ails 3 cute  Labellr.. CalMsg Formul. ] Mobile: 0999 999999 Applisd, Healing Centre
FEPSTVvEr R TEB™> 0 bil B G
Start Consuttation || NextEvent | EvertDefals | Pathology | Drawing = Auto-Consulition | Seftings d Vi ZXMO0R T
Clinical | Administrative Patient Home IR
g “|| b continue | 55 Configure 3
) Oniine Services
> 4B \sjor Active Proslems () ) o . ] . ) 2
+ 8 binar Active Frotiems 5) This patient is newly registered here, make sure that patient data already on the system has been checked for conformity to policy.
A inactive Probisems (2) This patient is newly registered here, make sure that patient data already on the system has been checked for conformity to policy. &
> A nactive Problems
This patient is newly registered here, make sure that patient data already on the system has been checked for conformity to policy. &
Summary & Family History (5) 3
M Care History =i — Tasks 1
@ new paent profie Miscellaneous (Nat Started) for CH  Details Update More T
» @ Quick Glance Miscellaneous (Due: 13 Jul 2016 13:03, Not Started)  Detals Update More T
() New Journal
ieeo Consutation — Ay Patient Staws Alerts
LT Read Cade Journal (174) IB exantart datails notvarifiad for Anling Ganiras: This natiant is raaistarar far (nline Sanviras it dnas oot haua 5 uariliad mathad of cammimieation sueh 2 mahila Ahana nimhar ar amail

Patients Home Node:

V1.1 SystmOne Admin Introduction User Guide

Select the Patient Home Node, other messages will be displayed in the main screen such as: Patient
Record open elsewhere message, Reminders, Status Alerts, Sensitivities and Allergies, Scan to File,
Tasks, Visits etc., by Clicking on them it will take you to either that Node or open up an additional
window to view the information.

Any Active tasks will also be visible on the Patient Home Node:
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Clinical | Administrative Patient Home o

B2 patient Home ~| | I continue 3% Configurs 3

) oniine Services [T a

£ Msjor Active Problems (5) - N 2

. . This patlent is newly registered here, make sure that patient data already on the system has been
5 Minor Active Problems (2) A
A inactwve Probiems (2) checked for conformity to policy.
This patient is newly registered here, make sure that patient data already on the system has been ¢

[T summary & Family History (6)

= = checked for conformity to policy. i

= FE'E Hstery This patient is newly registered hel make sure that patient data already on the system has been 1

@ new patent Prafi: checked for conformity to policy. Cancel More :
(£]

@ Quick Glance -

1

(3 Mew Journal - 5ks

B video Consutation scellaneous (Mot Started) for CH  Details More

LT Read! Code dournal (174) Miscellaneous (Due: 13 Jul 2016 13:03, Nat Stanﬂj) Details Update More

(1 Tasbed Journal

. R Percertags — A\ Patient Status Alerts 3

=+ Referrals (4) . [@ Contact details not verified for Online Senices: This patient is registered for Cnline S‘erwces but does not have a verified

B Mecication (2) method of communication Such as mobile phona number or email address.  Action Mars

T8 Repeat Templates (3) §. Patient Has a Carer  Action

B, Sensitivilies & Allergies (1) 7 Patient Status Alsrt CBH

Medical Drawings (27)
# Vaccinations (9)
A Protocals (5) "

Patients on Thyroid hurmunes wwthuutswum TSH level or Plasma TSH level tests in last 13 Months: One of these tests may
need to be recorded.  Attion More

= - PARACETAMOL: Dizziness ifusing End More
45 Communications & Letters (26) X
B8 — ¥ visits

14 Jan 2016 by Miss Sonya Corrigan: AM visit requested  More

Demographic Box - top right of screen:

Displays the Patients Name, Date of Birth, Age, Gender, Address, Telephone Numbers, NHS
Number, Location, etc.

Patient Status Alerts/Markers - Are displayed at the bottom of the Demographic box, hover
the mouse over each icon to view its description.

The Patient Demographics Box - may have a Red border around it which indicates that more
than one Patient Record is open; you can have up to 4 patients records open at any time.

To Toggle - between the Patient Records that are open, Right Click on the Patient
Demographics Box and select the relevant patient or select Patient>Open Patients from the
Main Menu.

Recommended Best Practice - Keep only one Patient Record open at a time so that data can
never be entered in the wrong Patient Record.

Hover your mouse over the demographic box and additional details may be displayed such as who
the Registered Gp is, Usual Gp, Home/Correspondence address, Telephone numbers, if under the
care of any other Organisations.

If you navigate away from a Patient Record you can Single Click the demographic box to return
to the Patient Record.

Clinical and Administrative Trees on the left of your screen:

Clinical Tree - This tab is displayed by default when you retrieve a Patient Record. You can
access all the clinical data saved for a patient via the Nodes displayed on this tab.
Administrative Tree - This tab is intended to allow you to view administrative information for a
patient via the Nodes available in the tree, including all details entered at the point of registration.
The Nodes - Available in both trees are specified in a tree configuration and can be set at
Organisation and at a User level (where permitted).
The Numbers - In brackets after some of the Nodes indicate the number of current entries
contained within that Node.

o Some of these Nodes also contain Sub-Nodes, indicated by a * beside them:

o To View the Sub-Nodes, Click the

o To Hide the Sub-Nodes, Click the 4
Click on a Node or Sub-Node to see the view that corresponds to it in the Right-Hand pane of
the screen.
There are additional options available on most Nodes, for example to add new details.
To View a list of the options available on a Node, Right Click on the Node and select from the
list displayed.
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To Pin/lUnpin (Showl/Hide) your Clinical and Administrative Tree:
You can show or hide your Clinical/Administrative Tree so you get a full screen of the dialogue screen

details, to Unpin/Hide, Click on the = above the trees and the trees will be reduced and a Tab

appears.
When ready to Pin/Show again, slide your mouse over the tab on the left of the screen and Click

the aid above the tree to Pin the tree back on the screen.

Examples of Clinical Tree Nodes:

Journal Types:
The New Journal displays the details that have been added to a Patient Record in date order.

Clinical | Administrative New Journal

B, patiert Home o 1] = @y & @ < | \custom Fiter ML 4 EH +

) oniine services ©
) ) Repeat stopped - see entry on 08 Apr 2015 15:06
9 M.a]or Active Prokizms (5) Clobetasaol 0.05% aintment - 30 gram - Apply twice a day When Required
5 tinor Active Problems (8) Ended 13 Apr 2016 Patient Deducted (Wia Security Controlled Pracedures) by Vicky Speed
/ﬁ Inactive Proklems (1)
Q Summary & Family History (10) ke . : ‘i
5% Cars Histor g,-éSecumy Controlled Deduction - Changed from Mot Deducted
= v #<Medical Records Status - No records here

m

The Tabbed Journal differs from the New Journal in that data is displayed in date order on different
tabs according to where it was entered. This makes it easier to separate out data recorded at your
organisation or, for example, at an urgent care organisation.

Clinical | Administrative Tabbed Journal
B, patiert Home A 03| = @y s 2 @ W |custom Fiter MR- 4 - %
& Oniine Services Local Data | GP Data | Community | Urgent Care | Everything | 4
45 Wejor Active Probiems () Clobetasal 0.05% aintment- 30 gram - Apply twice a day When Required
- 8 Minor Active Problems (8) Ended 13 Apr 2016 Patient Deducted (via Security Controlled Procedures) by Vicky Speed
/0 Inactive Problems (1) l
S & Family History (10 ; 5
g umma_ry amity History (10) L [3-Security Controlled Deduction - Changed fram Mot Deducted
2 Care Histary 7 [4Medical Records Status - Mo records here
@ Quick Glance ‘l
p=3 Ecurant Home Address: 457 Nudley Strest Grimshy NN31 2AR

Tip: Toview all the details contained in the patient recard, click W atthe top ofthe Mew
Journal view or at the top ofthe Tabbed Journal when viewing the BEverything tab.

The Journal main screen is split into 3 areas:

The first part identifies the date, time and initials of the person who recorded the event/data on
the record. Hover mouse over initials for full details.

The second part displays what’s been recorded including any read codes etc.

The third part displays various icons which provide further information about an entry, for
example privacy setting, whether it is a back - dated entry, any sharing details etc.

If you hover your mouse over each icon a description of what it does is displayed.

By changing the Custom Filter you can view as required, Clinically relevant, Admin events or the
Online record (what the patient see’s when Online).

Customn Fliter i~

Custom Filter

Clinically Relevant

Admin Events

Online Full Clinical Record
Online Detailed Coded Record

Online Full Clinical Record — Consists of coded entries plus communications, letters and free
text from the date requested (at the moment) for your organisation.

Online Detailed Coded Record — Consist of coded entries from the beginning of the record for
your organisation.
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Communications & Letters Node:
Letters and Communications either created on the system or documents that have been scanned onto the
system. Can display All, those that are Incoming or Outgoing by selecting the appropriate tab etc.

Communications & Letters =R}
& @ E & ﬁ' Drag Word File Here to Create Letter 3
Fiter Simple  Advanced (L -
2
All (26) | Incoming (13 | Outaoing (25 | other | A
Date © Type Date Finalised Sencler Recipient Infarmatian Flags
AUALUD 2UTD UHL4  LTNIE LELET AUAUD AUT2 UYLS Fdunlne Lee, MISS OriLgarny LELWET [EIMpdiE. M'ﬂ L 4
EDSM GP Conway Fersonalied Care Plan B
(Lincolnshire)
20 Aug 20150827 Document 20 Aug 2015 09:26 Pauline Lee, Miss Brittany Letter Template: Mo Eé;f L
EDSM GP Conway antibiotic leafletl .docx [-o
(Lincolnshire) 1
20 Aug 2015 09:30 Clinic Letter 20 Aug 2015 09:29 Pauline Lee, Miss Brittany Letter Template: Mo E/—ff

e To view only your organisations documents Click on the button to the right of the screen.
OR

e Click on the magnifying glass &

“Il to search for specific letter types.

Pathology & Radiology Node:
The Pathology & Radiology view shows a list of the patient's pathology/radiology reports and includes the
results under the Coded Investigations on the right of the screen.

Clinical | Administrative INR I
4 ‘Eiwk-sl ce Misuse Menu (NDTME | 4] 4l | # View Al > | R = 3
i es- AuDIT € (Fu ser Report Is... T | Battery Headers Specimen | Type
o Recalls (1) -—f » | |Resultindicatar 2
=g, Cervical Screening Normal A
n i
13 Reminders (3) Mo further action required. = 4

2 il Pathology & Radiology (1) 3

& Pathology Requests Filing comments )
4 # Haematology Patient to be informed 1
> Firec ot b . . @
i Report filed by Vicky Speed- 18 Feb 2016 16:41
» # Blood Coaguiation Patient informed by SystmOnline on: 18 Feb 2016 16:43 i
3 gﬁ«‘.Red Blood Cell Obs Rennrt arrhived b ick: Snead - 48 Fah 204A 144 S
> & \White Blood Cell Obs Coded Investigations
> & Haematology Test -
> M Biochemistry
s B Endnerinn I

Examples of Administrative Tree Nodes:

Patients Details Node:
This Node allows you to be able to update Patient details where there is an icon at the end of the field,
Click on it and then update accordingly.

Patient Details

@ Patient Details MHS number Old NHS number
B GP Registration Details =

Title Mr £ Amend Name
B2 Record Sharing

MName Sherlock Conway

@ Care History

§3 nddress History (1) Former surname

4 T3 appointments, Visits & Tasks Known as
@ Atftendance Counts
=0 Gender Male
B Appointments
[# vists Date of birth 01 Jan 1845 00:00 | Age |71y
Tasks Place of hirth Cleethorpes
(ﬁ Scheduled Tasks —
Address 457 Dudley Street Residential institute

4% eWorkflows
= Waiting Lists

Grimsby South Humberside DM31 2AB i} E————

Ij Amendments Home telephons 01472 444444 ‘Work telephone ‘B8 Record Contact Details
Alternate tel. Mokile telephone 0500 000000
hools
34 Misc. Flags (14) Email B Send Email | | BF Send Verification Email
B2 Groups & Relationships (2) Skype ID & Skype Audio Call

> % Hospital Mumbers Contact method

Inknow! >
Preserigtion History (36) Unknown Record Contact Methad
€% AZE and Ot of Hours Access Warital <tah Ginnla narcan EAAT * Damared Mavital Chotie
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Appointments/Visits/Tasks Node:
This is where you can view details by selecting each section as appropriate.

Clinical| Administrative Appointments, Visits & Tasks
@ Patient Details Appointment Attendance | Appointments | visits | Tasks | Scheduled Tasks | Workflows | Waiting Lists & Therapy Graups
[E] oF Registration Detais Aftendante over the [ast welve months

§3 Aderess History (1)

T Core History Appoirtmerts 1

= Record Sharing Successful attendances |0 0 %

= Share In Rules. DMAS 1 100 %

4 £33Appointments, Visits & Tasks: ke ot 0 a %

(D Attendance Counts it |
[ Appoiniments
Vists Total Atendance
Tasks
& Scheduled Tasks Appoirtmerts: 1
& aworkows Successful sttendances |0 0 %
2| Waiting Lists Dhias 1 100 o

& scheculed Tasks - =
B ‘Walked Out o o %
su quests

S Misc. Flags (3) Vists !

B8 Groups & Relationships

Record Sharing Node:

An informed patient, in consultation with a Healthcare Professional, can choose to permit or restrict access
to the information entered into their record at each SystmOne organisation that accesses their record.
The patient will be asked to give their record sharing consent at each organisation at which they receive
care. The patient's consent can be changed at any time.

Start Consultation

linical | Administrative
(D Patient Details
& P Registration Details
B Record Sharing

Next Evert

Evert Details | Pathology

Record Sharing

=
Sharing Out

Organisation ©

Drawing

" Record Sharing - .

(|

| |organisation

EME Care History
£3 Address History (1)
€13 Appointments, Visits & Tasks
3 attenciance Counts
(5 Appointmernts
(3 vists
Tasks
&3] scheduled Tasks
o envorknows

%2 wisc. Flags (14)
B8 Groups & Relationships (2)
() Hospital Numbers
Prescription Histary (38)

EDSM Community {Lincoln
EDSM Community {Lincoln
EDSM Community {Lincoln
EDSM Community {Lincoln
EDSM Community {Lincoln
EDSM Community Lincoln
EDSM Community {Lincoln
EDSM Community (Lincoln
EDSM Community (Lincoln
EDSM Community (Lincoln
EDSM GP (Lincolnshire)

EDSM GP (Lincolnshire)

12 Episades of care
Sharing In

Organisation T
EDSM Gommunity (Lincoln

CONWAY, Sherlock (Mr) Born 01-Jan-1945 (71y) Gender Male NHS No. Unknown

EDSM GP (Lincoinshire)

13-Apr-2016

An informed patient, in consultation with a Healthcare Professional, can choose to permit or restrict access to the
information entered into their record at each SystmOne organisation that accesses their record

The patient will be asked to give their record sharing consent at each organisation at which they receive care.
The patient's consent can be changed at any time

Sharing Out

Does the patient consent to the sharing of data recorded here with any other organisations that may care for the
patient?

Consent period started

@ Yes - share data with other organisations
No - do not share any data recorded here

Consent not asked

Sharing In

Does the patient consentto the viewing of data by this organisation that is recorded at other care senvices that
may care for the patient where the patient has agreed to make the data shareable?

@ Consent given

Consent refused

3 A2E and Out of Hours Access EDSM GP (Lincolnshire) Censent not asked
Sharing Consent Overrides
B Deleted tems (60)

B wentity Verification (2)

& oniine Services

Data Source

2 Organisations Bié Cancel

e Select the appropriate option for both Sharing in and Sharing out.

Amend Patient Details:

There are various ways to amend details on a Patient Record:
e From the main menu Patient>Patient Maintenance> and then select the appropriate
Option/Node.
OR
¢ From the Administrative tree in the Patient Record Select:
o Patient Details Node - Complete from that screen.
o Address History Node - Where you can amend details on Address, contact details,
contact method etc.
o Groups & Relationships Node - To update Relationships, Groups and Family details as
appropriate.

NOTE: You cannot amend the patient's date of birth from the Patient Details view within the
Patient Record, you must retrieve the Patient Record and then use the main menu and select
Patient>Patient Maintenance>Patient Details.
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Patient Details Screen:

Patient Details

NHS number 946 184 6355 Old NHS number
Title Mr & Amend Name
e Ronald Gale

Former surname

Known as
Gender Male
Date of birth 07 Jan 2014 00:00 | Age G5y 6m
Place of birth Cleethorpes
Address 100 8t Heliers Road Residential institute
Cleethorpes South Humberside DM35 7LQ ;} RO ArTeD
Home telephone 01475 84865 Wark telephone 8 Record Contact Details
Alternate tel Mobile telephone
Email 4 Send Email | B Send Verification Email
Skype ID & Skype Audio Call
Contact method [\ )nknown Record Contact Method
Marital status *. Record Marital Status
Ethnicity British or mixed British - ethnic ¢... ef B8 Record Ethnicity
Occupstion %% Record Occupation
Wein language Main spoken language English (.. @eF & Record Language
English speaker  [yeg
Religion RIx {3 Record Religion

e In the screen above you have various Icons that you can Click on to amend details for example:

o Click on the =% AMENENAME 1 on and the following screen is displayed for you to

amend details, once completed Click the OK button to make the change, remember that
to commit the changes once all completed you have to SAVE the record:

¥ Amend Name [~

Amended Name

Title ur -

Name Ronald Gale
Former surname

Known as
Mame History
Amended Amended By Title: Forename Micdle Name Sumame Former Surname
Mr Ronald Gale -
Ok Eancet

o Click on the k4 Record New Address button and the following screen is displayed for you
to amend details:

" Address Type Selection &J

Select the type of address to add

Homs
Home (Mo fixed abode)
Temparary
Caorrespondence Only

Cancel

o Clickonthe M button to display the New Home Address dialogue screen where
new addresses, previous addresses etc. can be recorded, once completed Click the OK
button to make the change:
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" New Home Address — - — - [Cx ]
New Address Detalls Previous Addresses | Address Pressts|
ocelans -Address History:
Road | 8 Re.use Selected Address. Only show addresses recorded at this organisation
Locaity
From T To Type Address
T 04 Jan 2003 15Feb 2018 Home 94 Middlethorpe Road -
ey Clesthorpes DN35 90E
15 Feb 2018 Home 100 St Heliers Road
Postode Findl Map Cleethorpes DN35 7LQ
cco
Commerts.
# Record EDI Amendment Notes
@ Thisis anew adress This is a past address
Use this address inthe patient search 2
2 Previous adaresses
Use this address for correspondence
Telephone History
Resicertial code | NIA -
48 Re-use Selected Telephone Number
Home telephone | 01478 84865 Preferred number
Mobils [l preferreanumber || o L = o
15 Feb 2018 Home 0147884865 a
Emai
Preferred method | Unknown -
1 Pravious telephons number
ok Cancel

o When you select the other options under the Record New Address details i.e. Home
(No fixed abode), Temporary or Correspondence Only buttons they display appropriate
screens to complete and once completed Click the OK button to make the change.

o Click on the &8 Record Contact Detaiis| hytton and the following screen is displayed for you to
amend details, you can also select which is the preferred contact number, confirm if the
information has been verified or not and add comments to support the verification, once
completed Click the OK button to make the change:

Telephone Numbers & Email (]
n . - -
Preferred contact method | Unknown -
s ) Consert (Patiert conserts to receiving al SUS messages) | Organisation defaull s setio
*) Dissent (Patiert dissents to receiving any SMS messages) assume dissent.
Mobie x
Unverified -

[ Preferred contact number

Home 01478 84865 x
Unverified -
Praferred contact number

Work x
Unverified -
[ Preferred contact number

ARemate X
Unverified -
[ Preferred contact number

|| Temporary x
Unverified -
[ Preferred contact number

Emai
Unverified -

Skype ID X

Email addresses ar notvalid Skype DS
Click here to find out how to locate your Skype ID.

i Cancel

o Click on the Record Cortact Method: by tton and the following screen is displayed for you to
amend details, once completed Click the OK button to make the change:

Record preferred method of communication @

This is the default method used to communicate with the patient. If
necessary, it will be possible to override this method, if a specific
communication method is required.

Preferred communication method Jnknawn i
Unknown

Letter

Email

SME

@ Mo Communication

Em

NOTE: Remember that to commit the changes once all completed you have to SAVE the record.
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Reminders:
Reminders allow you to set a message that is displayed on the Patient Home view whenever the Patient
Record is retrieved. Reminders are also displayed on the Reminders view in the Patient Record.

e To Create a New Reminder:
o Select the Reminders Node on the clinical tree,
o Right Click and select the Create Reminder button and the following screen is
displayed ready for you to complete.
o Once done Click the OK.
OR
o OK add another button:

Create New Reminder - (=]
Other Detals...| [Exactdate time|~ | [Mon15Jui201a |~ |[11:06 | [&FX

Changing the consuitation date will affect all other data entered. To avoid this, cancel and press the Next button  rice Waring

Note: Reminders of all priorities will be visible on the Reminders view for all arganisations that care for the
patient provided there is a share set up betwsen ths caring organisations

Priorky ) Lowpriority  Low priarity reminders are only automatically shawn when YOU refrieve the patient record
@ Norma Priorty  Normal priority reminders are automatically shown to all users at this organisation

Figh Friorty  High priority reminders are automatically shown ta all users at any arganisation ifthe
patiznt has consented ta share their data

Expiry e
Notes Presets

o Ok a Anather Cancel

NOTE: Rules that apply to visibility of reminders are displayed on the screen and can also
be found using FI Help.

Quick Note:

A Quick Note allows you to add text to a Patient Record without having to start a consultation.

To use the Quick Note function, you must have a Quick Note button to your toolbar or a Quick Jump
Button (QJB) on your configured home screen.

e To Record a Quick Note:
o Retrieve the Patient Record.

o Click on your - in the toolbar
OR
o QJB and the Quick Note dialog is displayed:

Quick Note ]

Gther Details.. Exactdate &time |~ | Fritodui2oie |~ [14se | @[]

Changing the consultation date will affect all other data entered. To avoid this, cancel and press the ‘Next'buton pide Warning

Leave cinical relevance unchanged () Make this evert cinicaly relevart  ©) Make this an admin evert

NoteTyos <] [ Texrreses

ok cancel

Ensure the Date & Time of the event are set appropriately.

Specify the Clinical Relevance of the quick note.

Select the Note Type as appropriate and then Type the note.

Click Ok. The Quick Note text will be visible in the New/Tabbed Journal.

O O O O

NOTE: There is NO Clinical Coding associated with Quick Notes so you’re unable to report on them.
If you often need to type the same text when recording quick notes on Patient Records, you can use

Presets. This allows you to type in and select standard text (see below for further details on how to
create and use presets).
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If you subsequently start a consultation, the note will be displayed in the History section of a Guided
Consultation, or the Consultation Notes tab of a Simple Consultation.
NOTE: Once a consultation has been started, the quick note function will no longer be available.

Using Presets:

If you often need to type in the same text, Presets allow you to type in and keep standard phrases to use
later and save you time. You can use presets that have been set up by a System Administrator for use by
everyone in your organisation or copy presets from another user.

e To Add a standard phrase to the list of presets available:
o Click Presets and the Text Selection dialog is displayed:

¥ Text Selection li:hj

1 Made contactwith Patient to inform them that their blood test results are back and the Dr -«
would like to see them, appointment made for

2 Made contact with Patient to inform them that their Pathology/Radiology results are back
and the Drwaould like to see them, appointment made for

*
+
+
b 4
-+
.4
X

2 Presets

Copy From Anather User Select Cancel

Click the * to add, & ‘ to amend and then type the standard text required.

Click Ok and the text is displayed in the Text Selection dialog.

Use the Arrow toolbar buttons to arrange the phrases into the order you require.
To Delete a preset select it and then Click on the X to remove it.

Select the phrase you want to use and Click Select to return to the previous dialog.
OR

o Click Cancel to return to the previous dialog without using a preset phrase.

O 0O O O O

Saving and Discarding a Patient Record:

When you want to close a Patient Record, you can Click Save or Discard in the toolbar at the top of
your screen:

Save:
=
e The Lsae | button - Saves all the information you have entered in this session and closes the Patient
Record.
NOTE: You must have been granted the Can Save Patient Records access right to be able to
save a Patient Record. See Marking in Error below if you save a Patient Record and then realise
you’ve made a mistake.
Discard:

W
e The button - Close the Patient Record without saving any of the information you have just
entered.

Next/Next Event:
e [f you want to save the information you have entered in this session and start a New/Separate

Quick Note/Consultation without closing the Patient Record, Click the Ne button in the toolbar

at the top of your screen (if available) or Click the "E=™ pytton at the top of the Patient
Record view.

NOTE: The Next and Next Event buttons also allow you to change the date of for example the

New Note/Consultation, for Summarising or entering Backdated information without
affecting any previous Consultations you have recorded for this patient in this session.

V1.1 SystmOne Admin Introduction User Guide Page 24 of 42 September 2019



Event Details:

)

e Click the Event Details petis icon and it displays the following screen:
¥ Event Details - — - ; EX]

Temas =] | nom Tompits| e Tempirg| | ASTHTIRE (AR C

L IC ]

e Enter the Date & Time, Staff, Location, Contact and Visibility, specific information about an
event, for example the date, who carried out the action, where the event took place and who can
see details of the event.

e Activities - Details of staff activities relating to the current event.

o Expenses - Details of expenses relating to the current event. (Usually not applicable to GP Units).

If you often need to select the same options in the Event Details dialog, you can set up a template so that
the fields are completed at the Click of a button.
NOTE: The toolbars and Patient Demographics Box will reappear when you retrieve a Patient
Record.

Marking in Error:

If you want to remove an entry from the Patient Record, you can Mark in Error the entry. Entries that you
mark in error are removed from the main Patient Record and stored in the Deleted Items Node of the
Administrative tree (this Node is only visible to those users with the View Deleted Items access right).

If, however, you want something to be removed from the Patient Record and to be no longer visible to
anyone, you can use SystmOne to send a request to a Caldicott Guardian.

NOTE: This option should only be used in exceptional circumstances, for example if a patient
could come to harm as a result of an entry still being visible in the record.

Best Practice: If you want to mark a Read code, drug or other individual entry as having been added in
error, it is safer to do this from the appropriate Node in the Clinical or Administrative tree and not from
the New Journal. This ensures that you do not remove other parts of the associated consultation by
mistake, for example consultation notes.

To mark individual items as having been added in error

(Read codes, Repeat templates, Issues, Recalls, etc.):
e Select the appropriate Node from the Clinical or Administrative tree.
e Right Click on the entry you want to mark in error.
e Select Mark in Error and the following screen is displayed:
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=

¥ Reason for Marking in Errar

Marked in erraritems can be found in the Deleted ltems patient record view. ltems that
have been saved can be re-instated into the record. ltems that have not yet been saved
cannot be re-instated

Ifyou choose to permanently remave the itern from the record a task will be sentto your
unit for approval

Data was recorded in wrong patient record
Data was recorded with wrong date
Incorrect data was recorded

Data was duplicated

Other

Ok Cancel

Confirm that you want to mark the entry as added in error.
Select the reason why you want to remove the entry.

Type any explanatory notes, if required.

Click on the Ok button.

The details you have marked are removed from the main Patient Record and are now displayed in the
Deleted Items Node of the Administrative tree.

If you must mark a New/Tabbed Journal entry as added in error:

Select the New/Tabbed Journal Node from the Clinical tree.

Click on the ¥ (show all journal entries) in the toolbar.

OR

The Everything Tab, if the entry you want to mark in error is not displayed.

Select the part of the consultation you want to remove. A box is displayed around that part of the
consultation.

Ensure that the box contains ONLY the details you want to remove.

Right Click and select Mark in Error and continue as above.

Book and Manage Appointments:

Introduction:

This section explains how to manage and book appointments and covers searching for appointments,
amending appointments.

Both the Appointment Overview and Appointment Ledger offer almost the same functions. One of
the differences is that the Ledger allows you to see Patient Names without having to zoom in to a Rota.

For most of the instructions in this guide, you can substitute the Appointment Ledger where you are
advised to use the Appointments Overview Screen.

Filter options on your Appointments Overview/Ledger screens:
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AM || PM || Day || Me

Aug2019 v 6D @
07:30 |~ |ta 20000 |+

M|T WT|F[S|S5

9 10 1
13 14 15 16 17 18

19 20 21 22 23 24 25

26 27 28 29 30 H

Togi

02:30
10m
0240
10m

0250
10m

08:00

Bookmarks
MLP!
Add Remove
Update Rename
Site
All Sites <
| Show other sites
Staff
NEne g
bRl
V] KH -
IMKH

7] MH
J18H i

10m

o@:1c
10m

08:2r
10m

02:30
10m
02:4r
10m

09:50
10m

10:00
10m

10:10
10m

10:20
10m

10:30

10m

To change the month that is displayed in the calendar, select the appropriate
month from the drop-down list.

Today is marked on the calendar by a black border. The currently selected date
is marked by a blue square.

To specify the hours that are displayed on the Appointments screen, use the
drop-down boxes above the calendar (these will already have been set up by the
Administrator).

The parts of the calendar that are crossed out have been archived.

If you want to view a particular day or days that have been archived, select the
days you want to view in the calendar and Click History.

It’s also possible to view the appointments calendar for over a year ago
(Appointments Overview or Ledger/Select Earlier from date drop-down list at
top left/Select Year and Month to view/OK/the calendar on the left shows the
selected month).

To select more than one day within the calendar, Click and Drag the mouse
over the days you want to view or hold down the Ctrl key and Click the
mouse to select individual days.

NOTE: Bank holidays and closed days are indicated on the calendar by a green
square. (to see the details - hover over the date with your mouse).

Members of staff can also be selected. Tick the appropriate member(s) of staff
from the list in the bottom left of the screen and their Rota’s will be displayed.

e The buttons above the Rota screen filter the Users view. And the function of each button is

detailed below:

O

O
O
O
O

AM - Restrict the view displayed to the morning only.

PM — Restrict the view displayed to the afternoon only.

Day - Display the whole day.

Me - Show only my Rota’s.

Toggle - Toggle between grouping multiple columns by day or by staff member when you
have selected more than one day from the calendar (to view Rota’s for more than one day,
Click on the day in the calendar and drag the mouse over the other days you want to

select).

NOTE: If you use this button, the settings are saved when you exit SystmOne and are used the
next time you Click the Toggle button on the Appointments Overview screen.

Slot Types:

e Slot - A standard Appointment Slot that can be booked in advance.

¢ Telephone Appointment Slot - A slot reserved for telephone appointments. Appointments
booked into this slot are automatically marked with the Telephone Appointment flag. Empty
telephone slots are coloured pale blue/purple on the Rota.

e Embargoed Slot - A Slot that cannot be booked until the Rota date is reached or until a specified
number of days before the Rota date. Empty embargoed slots change colour when they expire.
NOTE: Specific Access rights required for Embargoed/Blocked Slots.

e Blocked Slot - A slot that cannot be booked. You may want to block slots in a Rota in order to
reserve time for administration tasks, tea breaks, etc.
NOTE: Only users who have been added to the Can block appointments list by a System
Administrator can block appointment slots.
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Making a Booking from the Appointments Overview/Appointment Ledger:
To Book an Appointment for a Patient:
¢ Do one of the following:

o Select Appointments>Appointments Overview from the Main Menu, select the
appropriate date and Double Click on the required Rota. The Rota View screen is
displayed.

OR

o Select Appointments>Appointment Ledger from the Main Menu, select the

appropriate date and navigate to the Rota to which you want to book the appointment.

AM | |PM || Day | Me | Toggle | History & AppointmentSearch || Free SlotSearch | Seftings | PrintRotasilabels | Refresh | | MaximiseMinimise Past Rotas

wi2o1s =B e Tawnie sc BH ChrisH KH
2730 =11 2000 [= (Today) Tue 16 Jul (Today) Tue 16 Jul (Today) Tue 16 Jul (Today) Tue 16 Jul (Today) Tue 16 Jul
T T r = < 1|p820 |same bay Embargo 0220 [siot o2 50 [siot 0s:50 [Siot 0250 [Siot
10m 10m 10m 10m 10m
08:20 [Same Day Embargo 0230 [siot 02,00 [siot 02:00 [Siot 02:00 [Siot
10m 10m 10m 10m 10m
- 08:40 [1 Day Embargo 08:40 [Sict 08:10 [Sict 02:10 [Sict 02:10 [Sict
22325 8 A By, 10m 10m 10m 10m
2930 3
0850 1 Day Embargo 0550 [Siot 020 [Siot 0820 [Siet 0e:20 [Siet
10m 10m 10m 10m 10m
09:00 |Slot 0900 (Sigt 09:30 (Slot 09:30 (Slot 02:30 [Siet
10m 10m 10m 10m 10m
BT 08:10 (50t 02:10 (510t 09.40 [Siot 09.40 [Siot 02:40 [Sict
- @ 10m 10m 10m 10m 10m
00:20 |Slot 09:20 (Siot 09:50 (Slot 00:50 (Slot 00:50 |Slot
= REmors 10m 1om 30m 10m 10m

e Do one of the following:
o Right Click on an appropriate empty slot type and select Book Appointment,
OR
o Select an appropriate empty slot type and press Enter.
o Type the patient name in the Name search field on the Appointments Patient Search
dialog and Click Search.
o Select the patient's name from the list displayed and Click Ok.

e If any reminders have been set on the patient, they will normally be displayed now.
o Check the Reminders and Click Close, which then displays Book New Appointment

.
dialog:
.
" Book New Appointment )
Appointment | Recurrence | Attendees
Date fTue 16 Jul 2018 Template
Time 11:30 Duration CUITENE 10 ming I
Staff. CORRIGAN, St Half. 5 mins
ST Current: 10 mins
Patient B e +1 Slot 20 mins. ilenca e
Mabile: no. q+2 Slots: 30 mins MobileSMS
status
Purpose Q -
M| Detaits Presets
il Recurring
| Froas Annual Review B Interpreter Required B
Has QOF Alerts. Emergency Appointment
Injection Follow-up Appointment
' Minar Surgery Letier Sent
New Patiant 3 Notes Retrieved
| Embargoed Slot Patientwill Not B Present
8MS Reminder Sent Referral Received
Blood Test Telephone Appointment
Appointment Confirmed [ | Transport Required
Home Visit > Waiting List Appointmant >
Print appoiriment leterabel Prnt appointmert etter using Integr ated Word
Show preview of appointmert efter
o | gancal

NOTE: A panel is displayed on the Right-Hand side of the Book New Appointment dialog.
Any Reminders are displayed, together with details of any other booked visits and/or appointments
and any QOF alerts triggered.

e Appointment Tab - Check Date, Time, Duration, Staff, Patient default through.
o Check the Duration field, which shows the duration of the selected slot in the Rota:
= |f the patient expects to need more than one slot, select the appropriate entry
from the drop-down list.
= |f the patient only needs to see the clinician briefly, select Half-5 mins from the
drop-down list. This will leave half of the slot available for you to book in another
patient if required.
o Purpose - Select from drop down list if appropriate.
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o Details - Record any details you require, reason for appointment etc.

e Alternatively - Click on the Template Button and a list of templates will be displayed that
your Organisation has created:

& Asthma

«F Asthma Review

baby clinic

Baby Clinic

Baby Vaccinations
blood pressure
Dementia assessment
Diabstes Review

Flujab

1R | 2k

Insurance Report

learning disability check

D

LongTermConditions

D@

smear

A

smear

-
et

¢ Double Click on the appropriate Appointment Template and any details relating to that
template will be entered into the appropriate fields.

¢ Flags - Select any flags you want to attach to the appointment from the list provided.

e Tick either Print Appointment letter/label or Print Appointment letter using Integrated
Word as appropriate.

e Attendance button - View attendance over the last 12 months.

¢ Mobile/SMS button - Preferred contact method, SMS consent/dissent, Mobile/Home phone
numbers, Email address etc.

e All recordings can be recorded as unverified/verified and or send verification SMS message
if set up.
o Presets button - Allow you to type in and keep standard phrases to use later and save
you time, these can be copied from other users or set up by the Organisation.
o Recurring button - If you want the text you typed in the Details field to appear every

time an appointment is booked for this patient in future. This button also allows you to
amend or clear existing text.

e Recurrence Tab - If having regular appointments e.g. for wound dressing (Same Rota Templates
must be applied with same named Clinician if not this functionality won’t work).
e Attendees Tab - To record if someone was present i.e. relative or additional staff member.

e Click OK at the bottom of the Book New Appointment dialog screen to Save and confirm
the booking.

Book an Appointment using the Free Slot search:

The Free Slot search dialog allows you to search for an appointment that suits the patient using a
combination of search criteria to speed up finding appropriate appointments.

e Select Appointments>Free Slot Search
OR

e Ctrl+F9 and the following screen is displayed:
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Day Date & Time Rota Type Filter Slot Type Filler
7 Anta Natal

Inonasy Seaeting!

7] Tusseny Somreh By Days =

¥ | nchdngsiols AllDay *

amom | Dy

7] Surviay i uration e

Baokmarks: sits:

et emtar
HALL Kevin (Mr)

HALL Marian (Mrs)
HALL Marian {Mrs)

rtHall GP Clinic P Giat
Start Hall GF Clinic P siat

EX
Other Options
Linkto sppoirmert [0 pays - um

Bo | ZomoRus | Ressn ooss

o Select the appropriate details in the top half of the screen you want to view for, such as staff
member, days, rota type, slot types, sites etc.

e |f the patient requires more than one appointment to be booked at this time, use the Link to
appointment fields under 'Other Options' to specify the time interval that should elapse before
the patient's next booked appointment and Click Link.

e Select the Slot you require from the list displayed and Click the appropriate button at the foot of
the dialog:

o Book - Search for the patient on the system and book the slot.
o Zoom to Rota - View the free slot on the Appointments Rota View screen. You can then
proceed to book it as normal if required.

NOTE: The list of free slots displayed shows the first free slot of each type from each Rota, i.e. if a
Rota includes telephone appointment slots and regular slots, the first free telephone slot is shown
and also the first free regular slot.

e Check the Total Free Slots column in the list of free slots to find out how many of that type of slot
are available within the same Rota.
e Past Appointment Slots and Reserved Slots are NOT included in the search results.
e A Slot is 'Reserved' for four minutes as soon as it is selected by a user ready for booking and the
reservation remains in force until:
o The four minutes elapse.
OR
o The slot is booked.
OR
o The appointment is cancelled.

Options available to use from Right Clicking on a Result in the lower half of the Free Slot

.
Search dialog:
Sta emer Ry ¥ BodkApoitnt st SetCoow |Dsy |EalestOe |Days.|Duin | TolFres.. T
HALL, Kevin (Mr) Sessior &= Book from Wating List GP Cliniz AM Slot Fri 23 Aug 2019 08:50 1 10 9
HALL, Marian (Mrs) 5essir % pog Remote Appointment [P CliNCPM Slot Thu 22 Aug 20191320 0 10 19
HALL, Marian (Mrs) Sessior b iP Clinic PM Slot Fri 23Aug201913.20 1 10 10
HALL, Mariin (M) Segsion 104 BookTextual Apportment 6o o Slot Fi 23Aug20130850 1 10 1
HALL, Tany (Mr) Sessior B+ Rebook Appoitimert Clinic AM Slot Fri 23 Aug 2019 08:50 1 10 18
HALL, Stuart (Mr) Session all GP Clinic PM Slot Thu 22 Aug 201813:00 0 10 2
HALL, Stuart (W) Sessmr@ Block Appointment all GP Clinic PM Slot Fri - 23Aug 2019 13.00 1 10 22 .
20 Slotsfound F mend et
Otfer Options O\
‘oom to Rota
Liktogppontment 0 | Days v | Link g
AMen a3
Book Zoomto Rota Refresh Close
e v

¢ Right Click to book a slot and find a patient.

e If the earliest slot is acceptable then continue to book appointment.
OR
e Click Zoom to Rota to find appropriate time slot.

e Double Click into the slot.
OR
¢ Right Click and select Book Appointment to search for the patient and book the appointment.
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Selected Appointment Slot - Right Click options:
Right Clicking on the appointment slot gives you the following options such as:
e View Appointment History, Marking as arrived, Call from Reception, (Flags, SMS, Print and
Administration have additional options) View Record, Amend, Move etc:

Consultation

g Did Mot Attend
@ Wiew Appointment History Cancelled by Unit
Cancelled by Patient
% Insert Appointment .
Cancelled by Cther Service
@ Arrived Cancelled Due To Death
E Waiting Mo Access Visit
=€, In Progress Patient Walked Out
&l Finished
Reset Status to Booked
Q' Call from Reception Set Arrived and Seen Times
f Delete
Flaas ' 24  Amend St
SMS v
G Print » Link to Referral
"b? Actions 4 rﬂ:ﬁ) Manage Attendees
m Administration 3 View Audit Trail
B view Record 10:00 [Slat
10m
B View Appointment
10:10 [Slot
& amend Appointmert 10m
Move Appointmant 10:20 [Slot
1 View Information i
67 Linked Appointments e lcE
B Table blo B s « ool

To Delete an Appointment:

¢ Right Click on the slot you want to Delete and select Administration>Delete>

e Click YES to confirm that you want to delete the appointment.
NOTE: You should only delete an appointment if it was booked in error; otherwise, select an
alternative reason from the Administration sub-menu, for example Cancelled by Patient.

To Cancel an Individual Appointment:

o Right Click on the slot you want to Cancel and select the appropriate option from the
Administration sub-menu, for example Cancelled by Unit.

e When you cancel an individual appointment, you will be asked by the system what you want to do

with the appointment: )
Question - - &J

@ Do you wantto rebook the appointment or store it for later rebooking?

Rebook Later Don't Reboalk Cancel

L

o Rebook Now - Details of the original appointment are displayed in a small window at the
foot of your screen as a reminder. Navigate to a suitable appointment slot on the
Appointments Overview in the usual way, Right Click on the slot and select Book
Appointment.

o Rebook Later - The appointment is stored in the Appointments for Rebooking
dialog, ready for rebooking.

o Don't Rebook - The original appointment is cancelled and is not stored for rebooking.

V1.l SystmOne Admin Introduction User Guide Page 31 of 42 September 2019



Using the Appointments for Rebooking Dialog:
e To view the Appointments for Rebooking dialog, select Appointments>Appointments for
Rebooking from the Main Menu.

To Rebook an Appointment from the Appointments for Rebooking dialog:

e Select the cancelled appointment you want to rebook from the list.
¢ Click Rebook. A small window is displayed towards the foot of the SystmOne screen to remind
you of the details of the original appointment.
e Do one of the following:
o Click Cancel Rebooking at the foot of the small window to postpone rebooking. The
appointment remains in the rebooking list.
OR
o Right Click on a new appointment slot in a Rota on the Appointments Overview and
select Book Appointment. The new appointment is booked with the same details as the
cancelled appointment.

To Rebook an Appointment from the Appointments Overview:

e Select Appointments>Appointments Overview from the Main Menu.

e Double Click on the Rota into which you want to rebook the appointment to view the
Appointments Rota View screen.

e Right Click on an empty slot and select Rebook appointment.

e Select the appropriate patient from the Appointments for Rebooking dialog.

¢ Click Rebook and the appointment will be displayed in bold type on the Appointments
Overview for 60 seconds after booking to make it easy for you to see appointments you have
just booked. It will not show in bold on other users screens.

Appointments stored for rebooking remain listed on the Appointments for Rebooking dialog until
rebooked or deleted. Deleting an appointment from the Appointments for Rebooking dialog will remove it
from the Appointments for Rebooking list but will not delete the original appointment.

NOTE: To delete an appointment from the Appointments for Rebooking dialog:
o Right Click on the appointment and select Delete.
o To View the record of the corresponding patient, Right Click and select Retrieve
Patient.

If there are a lot of entries in the Appointments for Rebooking dialog, you can sort them by Clicking on
the column headings, for example if you Click on the Clinician column heading, you can group the entries
by the name of the clinician who owned the original appointment.

Create and Assign a Visit:
Recording a New Visit Request via Appointments>Visits>:

New Vist | New Textual Vist | Refresh || Print Lists | | Seftings

Pending Visits | Follow Ups Required | Visit Search

Staff AllStaff Me|A>d K>S T>Z Unassigned Tue 16 Jul
Cassload /team |G| X Nua|fz|Bae
Date Day |Unassigned [taur... con.. iam...[me... [Ta.. [s¢ [coifwn [Py [Py [ [sR [vs.)vw [m Requestad Dete - |Requ..| Assi.. [Pe
Past 5 102 4 1 2 M1 1 3 3 3 4 3 2 43

150ul Mon

6Ji Twe [
1700 wed

180U Thu

190u Fii

200 sat

21Jul Sun

This Week

224ul Mon
23 Jul Tue
24 Jul Wed
25 Jul Thu
26 Jul Fri
27 Jul Sat
28 Jul Sun
Next Week

Future

Total 5 1 2 1 1 2 11 1 3 3 3 4 3 2 43
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Toolbar Buttons Available on the Visits Screen:

New Visit

Create a new visit request. See below:

New Textual Visit

Create a textual visit request (for patients not registered on SystmOne). See
below:

Refresh

Update the details displayed on the Visits screen with the latest changes.
Alternatively, press F5.

Print Lists

Print a list of the visit requests currently displayed on the Visits screen and also a
patient summary sheet for each of the relevant patients.

The details shown on the summary sheet depend on the view that has been
selected from the 'Record Summaries' Node of the User Preferences tree

Settings

Allows a System Administrator to:

o specify whether users should be prompted to create a follow up visit when
marking a visit as 'Finished' or saving a consultation that was started from a visit

e create a list of staff members who can be assigned visits.

All Staff

Include all staff members in the Visits Grid.
Note: A cell in the grid is shaded bright pink if a staff member is on leave on that
day.

Show only yourself in the Visits Grid (the column containing your visits is
highlighted in pale green).

Note: A cell in the grid is shaded bright pink if a staff member is on leave on that
day.

A- ], K-S, T-Z

Click the appropriate button to include in the Visits Grid only those staff whose
surnames begin with the relevant letters.

Note: A cell in the grid is shaded bright pink if a staff member is on leave on that
day.

aQ,

Only show staff members associated with the specified caseload/team in the Visits

Grid. Click X to clear the selection.
Tip: To associate a staff member with a particular caseload, select the '‘Configure

Caseloads' Node from the foot of the tree that pops up when you Click CL

Show past visits

Include details of past visits in the Visits Grid.

To Record a New Visit Request:

e Click New Visit on the Visits screen.
e Search for the patient who requires the visit and Click OK. The Record Visit Request dialog is

displayed.

o Specify the date the visit request was made.
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e Select the staff member requested by the patient from the Staff requested drop-down list if
appropriate.

e Click Attendance if you want to view the patient's attendance record. (Any other pending
appointments or visit requests for this patient are listed in the box under the Request status field).

e Type notes in the Comments field. Click Presets to enter commonly - used phrases, or to add
new Presets. Up to 600 characters can be entered in this field.

e Specify the Clinician who has been assigned the visit. If you leave the Clinician assigned field
blank, the visit request will be included in the Unassigned column of the Visits Grid.

e Click OK.

e The visit request is added to the Visits screen.

To Record a Textual Visit Request:

Click New Textual Visit. The Record Visit Request dialog is displayed.

Specify the date the visit request was made.

Select the staff member requested by the patient from the Staff requested drop-down list.
Type any notes in the Comments field.

Specify the Clinician who has been assigned the visit. If you leave the Clinician assigned field
blank, the visit request will be included in the Unassigned column of the Visits Grid for today.
Click OK.

e The visit request is added to the Visits screen.

Printing Record Summaries for Multiple Patients:
e Specify the Clinician you want to print Patient Summaries for,

e Click on the > to select All Patients,

¥
e Click on the L to open the Actions list and select Print Record Summaries,
e Select Home Visits view from the list then Click Print this will then open up the list in Microsoft
Word ready for you to Print from Word.

Issue a Repeat prescription:
Using the Repeat Prescribing Screen
This screen has been designed for use by members of staff who issue large numbers of repeat prescriptions.

NOTE: - You must have the 'Repeat Prescriber' access right to be able to issue repeat templates or one of
the other prescriber access rights, for example 'Independent Prescriber'. If you are a repeat prescriber and
need to restart/reauthorise repeat templates, you will also need the 'Repeat Reauthoriser' access right.

To view the Repeat Prescribing screen, retrieve a Patient Record and select Patient>Repeat
Prescribing from the Main Menu:

Futurelssues  lssue  Undolssues  PafientRequest RefuseRequest RepeatDispense | Seffings  Refresh CEG¥ VR

Last medication review recorded on 17/Feb/2015 by Tedelegate2 Tc (SystmCne Administratar). Next dus on 17/Feb2016. Record medication review Read code (faF6d Wi
Authorised 7| Issued | Drug Lastlssued Review Date |Issuesleft | lssues Ratio | Flags
13/Febl2015 Bisopralol 2.5mg tablets 13/Feb/2015  13/Now2015 8 1191
13/Febf2015 Ramipril 1.25mg capsules 18/Feb/2015  13/Novi2015 7 2190
17/Feb/2015 Paracetamol 500mg capsules 18/Feb2015  17/Now2015 7 219@Q) —y &
17/Febf2015 Salbutamol 100micrograms/dose inhaler CFC free 18/Feb/2015  17/Novi2015 7 2/13(@)
1 )
1 )

B/Febf2015 lbuprofan 400mg capsules Mavar 18/MNovi2015 9 0/9(0
B/Feb2015 Phenoxymethylpenicillin 250mg tablets Mever 18/Nov2015 9 0/3(@0

Drugs displayed within Repeat Templates (Current Repeats) window can be filtered using the View
drop down list. Once filtered the screen name will include the view e.g. Repeat Templates (All
Repeats).

Alternatively, you can set the Repeat Prescribing screen as your Favourite Screen (F2 key) so that it is
automatically displayed when you retrieve a patient

For a description of the icons displayed in the Flags column, hover the mouse over the icons.
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The coloured blocks displayed in the Ratio column are similar to those used in the Compliance column
on the Repeat Templates view, hover the mouse over the line to view the details.

The entries on the Repeat Prescribing screen may be colour coded in the following way:
e Black - Repeat prescription
e Green - The issue of this repeat cannot be initiated by the patient
e Blue/Purple - Irregularly issued repeat template

The text displayed in the yellow bar at the top of the screen shows when the last medication review was
performed, the name of the person who performed it and when the next medication review is due.

To sort the entries listed on the Repeat Prescribing screen, Click the appropriate column heading, for
example to sort the entries by authorisation date, Click the Authorised column heading.

Use your Fl Online Help screen to see available options on:
e Options available on the Repeat Prescribing screen.
e Options available at the foot of the Repeat Prescribing screen.
e Options available if you Right Click on an entry on the Repeat Prescribing screen.

To Set the Repeat Prescribing Screen as Your Favourite Screen:

e To do this:
Select User>Favourite Screens> from the Main Menu or press F2 on your keyboard.
Click Configure. The Configure Favourites dialog is displayed.
Type Repeat Prescribing into the Search field and Click Search or press Enter.
Double Click on the search result in the tree to move it to the Right-Hand pane or select

I
the item and Click the ﬁ

O O O O

o If there is more than one entry in the list, Click @ to move the Repeat Prescribing
screen to the top of the list so that it becomes your first option.
o Click OK then Click Close to exit from the Favourite Screens dialog.

When you next search for a patient:
e Select the patient from the list in the Quick Patient Search dialog or the Patient Locator.
e Click Favourite Screen. You are taken directly to the Repeat Prescribing screen.

Issuing a Script:

e To issue a script from the Repeat Prescribing screen, do one of the following:
o Right Click on the drug and select Issue.
OR
o Select the drug and Click the Issue button.

An asterisk is displayed next to the drug name and an icon & to the right.

e To issue more than one repeat script at the same time, do one of the following and Click Issue:
o Hold down the Ctrl key and Click the mouse on each of the scripts you want to issue.
OR
o Hold down the Shift key and Click the mouse on the first and last scripts in a range on
the list.
OR
o Press Ctrl+A to select all the scripts listed.

Printing a Script:
e To print out scripts for drugs listed on the Repeat Prescribing screen that have been issued:
e Do one of the following:
o Click the &
OR
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o Save the Patient Record.
e Click Print Them Now.
e Click OK.

If you need to go into the rest of the Patient Record:
e Click in the demographics box.
OR
e Click the Record Button.
e To return to repeat prescribing screen Click the Repeat prescribing button.
® You can also amend from the Right Click menu.

Marking a Printed Prescription as Collected:
Recommended for Best Practice.

e Retrieve the Patient Record then select the Prescription History Node from the Administrative
tree and do one of the following:
o Right Click on the relevant entry in the list and select Prescription Collected.
OR

o Select the script you want to mark as Collected and Click & at the top of the
Prescription History view as appropriate.

e Select the appropriate option from the Collected By list, for example Self, Courier, Post etc.
e Type any additional information in the Comments field and Click OK.
e These details are displayed under Collected in the Selected Prescription Details pane.

Marking a Printed Prescription as Not Collected/Destroyed:

Recommended for Best Practice.
e Retrieve the Patient Record then select the Prescription History Node from the Administrative
tree and do one of the following:
o Right Click on the relevant entry in the list and select Prescription Not
Collected/Destroyed.
OR

o Select the relevant script and Click &
appropriate
e Type an explanation in the Reason field and Click OK. This is displayed under Destroyed in the
Selected Prescription Details pane.

at the top of the Prescription History view, as

The entry in the New Journal that shows when the script was originally printed is changed to show the
script was Not Collected/Destroyed.

To jump to that entry, Right Click on the relevant line on the Prescription History view and select Show
Journal Entry.
If there is an associated pending dispensing job, it will be automatically cancelled.

Utilise Communications within SystmOne:

There are 3 methods of communicating with colleagues or other users who access SystmOne, these are
Tasks, Notifications and Instant Messaging.

Tasks:
Tasks are the most important communication method for 2 main reasons:
e They can be linked to a Patient Record and therefore are part of the clinical record.
e As well as being produced by a user they can be produced automatically by SystmOne as part of a
process and therefore need to be actioned by a user.
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e There is no privacy in tasks and all tasks for all users can be seen and dealt with in the Task List
Window.

IMPORTANT NOTE! Each unit or Practice deals with tasks in a different way so it is essential
you discuss tasks with your manager and understand what you are responsible for within your unit.

e Tasks are messages users can send to each other as a way of recording work that needs doing. As
such, they are useful in organising and managing workloads.
e Some Tasks are generated automatically by SystmOne, such as Electronic Referral Received, or
Registered GP Changed.
e By keeping track of your Tasks, you can really keep on top of what's happening in your organisation
and to your Patients.
e Tasks relating to a specific Patient also form part of the Patient Record.
e They can be found in 2 areas on the record when a record is retrieved.
o Active/ Incomplete tasks can be seen and dealt with from the Patient Home Node on the
Clinical Tree as long as your user preferences allow that.
o Completed tasks can be viewed on the Appointments Visits and Tasks Node which is
found on the Administrative tree.

What do the Task Types Mean?
There are 2 Main ways of creating tasks, those created automatically by Systmone as part of a Process or
those created by an Individual User.

Automatic or Process Generated Tasks:

Some Task Types have been created by SystmOne and are not amendable by users. The names given to
these Task Types are straightforward, i.e. Patient Accessed, Shared Care Granted, EDI Translation
Error. There are many different types of process tasks and these generally must be Actioned before they
can be completed. Actioning a task moves it further through the automated process until the process and
Task has been completed.

User Generated Tasks:

Organisations may also create their own Task Types. The names given to these Task Types depend on the
organisation. The default task type for user generated tasks is Miscellaneous.

These can also be generated by an individual User see next section.

How do I access my Tasks?
o Left Click on the Tasks button on your home screen: -

A o & & E] W =}

Changes Matify Tasks Forums Appts Visits Path Scan

Make this view the default Task List

Assigned to Me Court ... | Unassigned Count ..
Overdue Overdue -
Due Today Due Today
Due Tomorrow Due Tomarrow
Referrals 2 Miscellaneous 1
Total 2 MNew Patient Record Check 2

Repeat Drug Replacement 1

Rota Auto-Apply Results 4

Total 8

Your own Tasks appear under the Assigned to me heading:
In the example above this staff member has 2 current tasks to deal with, none of them Overdue, Due
Today or Tomorrow.
In addition, in this example, there are 8 Unassigned Tasks (Tasks to be completed by anyone within the
organisation).

e Double Click on a folder to see and process the tasks within that folder.

e To Select a task from the list, and read its content, Left Click on the task. The task content can be

viewed in the bottom pane.
¢ Right Click on each task to see the list of processing options.
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|:| Make this view the defautt Task List

‘ Back to Breakdown

Updated Patient Status DugDate © | Started |Flags
22 Jun 2016 Mot Started o -
23 Jun 2016 B Action Not Started P

=t Update

@ Retrieve Patient

'k_-‘-, Change Status  »

D Assign » -
2 Tasks %W SetFlag »

‘Wed 22 Jun 12:51 - Sent automatically by Sy 6 Print Task
Another unit has overridden patient consent to i for a patient registered here.
Create Rule...

This Task is to inform you of this action, advisi raldicott guardian access right should use the Patient Consent
Overrides reportto ensure that itwas performe Table 4

You should nominale a specific person to receive this Task in the future using the Clinical Policy-=Sharing (Enhanced) page of the
Organisation Preferances dialog.

e To return to the folder list select Back to Breakdown Button.

How do I know I have a New Task?

The number on your Task button on the Home screen will have increased.

When a new Task arrives for you, a clipboard icon is automatically shown in the system tray area at the
bottom right of your SystmOne screen (next to the clock).

e s 22 ¥ & 12:09‘

e You can also select for a dialog to appear each time a new Task arrives.

e Click the Settings button on the Task List screen.

e Select the Sending & Receiving Node of the tree and tick the When a Task is assigned or
created for me, show a dialog. Then Click OK.

Managing Tasks via the Task List Window:

The task list allows you to Monitor and deal with all tasks within the unit or practice.
e Click on the blue Task button on the Home Screen and select the Task List button.

5| | ® & 8| 8

Tasks Forums Appts Visits Sean
Task List
Count Unassigned Count
1 Overdue -
Due Todav

e Alternatively: Select Workflow>Task List from the Main Menu or Ctrl+T on the keyboard.

The Task List screen is split into three sections:

All Tasks | Summary | Mr Chris Hall
a | AN Tasks OB Q| v & Y| W@ | x
- Pt open Tasks (163) Updated ¥ | By For Patient Task Status Due Date Started | Flags
g ”“55‘9”9” Tasks (29) 05 Feb 2015 Mr Tommy Test-TestPatient SystmOnline Que... Not Started |-
> Assigned to Groups (8) 10 Mar 2015 Mr Tommy Test-TestPatient SystmOnline Que... Not Started rl
> [1] Assigned to Staff (133) 27 Oct 2015 EE BB Miscellaneous Not Started
5l By Status (168) 11 Nov 2015 LG Mr Frank Connolly NE{‘IDEIIEHIEYMIE Mot Started o
13 Nov 2015 LG MrJohn Halle Patient Deceased Not Started Pl
> Bl Tasks from Elsewhere (95) 03Dec 2015 Lynn ... Lynn Baker  Steven Burres Pathologyresult  Not Started
4 [ Fiters 04 Dec 2015 VS Vs Mrs Elizabeth Thompson NHS Mail Messag... Not Started
4[] For Me (8) 14 Dec 2015 SR Mr Tony Test-TestPatient Electronic Referra... Not Started o
Batch Report Resuts (3) 14 Dec 201§ LG Mr Frank Connally Mew patient addre._Not Started ")
16 Dec 2015 DD DD Miscellaneous Mot Stared
Consent Overrde Alert (2) 16Dec2015 CH DD Miscellaneous  hot Started
Miscellaneous (1) 17 Dec 2015 SR Mr Tommy Test-TestPatient Electronic Referra... Not Started rl
> [Z]For Only e (5) 18 Dec 2015 Mrs Elizabeth Thompson Online Services P... Not Started o
. 18 Dec 2015 Mrs Elizabsth Thompson QOnline Services P... Not Started o
1d.lan 2016 NN nn Miscellanenus Mot Staded  15.1an 2016 2
4 168 Tasks
> [¥) overdue (1
m verdue (1) Thu 05 Feb 16:29 - Sent automatically by SystmOne
g %C’ea‘w By Me (2) The questionnairs Patient Satisfaction Survey' was complstad onling

o The left-hand pane shows the number of Tasks within your organisation broken down by various
Filters/Folders. Example All Open Tasks |68, Unassigned Tasks 29 and Assigned to Groups 6.
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Click on the " beside each folder to expand it.
When expanded, you can see Tasks broken down in a relevant way i.e. by Task Type, or by User.
Tasks appearing in this pane are colour - coded as follows:

o Red - The Task has reached or passed its Due Date.

o Black - The Task has NOT yet reached its Due Date or has no Due Date.

o Bold Text (Red or Black) - A task has been changed/amended in some way recently.
The Top Right-Hand pane shows a list of tasks within the folder you have selected.
The Bottom Right-Hand pane shows the content of the selected task.

How do | Create a New Task as a User?
Do one of the following:

Press Ctrl+K on your keyboard from anywhere within SystmOne.
OR

Select Workflow>New Task from the Main Menu

OR

Click the ™ icon on the Main Toolbar on the left of your main screen.
Creating a task from the Task window:

¥ New Task - - - R o | B 3]

o Apply Template. Cancel

For [EDSM GP (Lincalnshire) ~ | © Unassigned
Settings Include past organisations () User group
Staff member
e
Sender

Muttipl: staff

Task Miscellansous v @ subect © NoSubect (© Miss Britany Conway Allrecipierts must complete

=858 &

B Z U § BB 2O V9 [sansser RafFIEal K3

Status |Not Started v Due v Fiag|| Noflag |~ Presets

Complete appropriate fields:
o Unassigned, User Groups, Staff Member, Me, or Multiple Staff, Status, Due by, Flag etc, and
then enter notes as required.

IMPORTANT if you have a Patient Record open then the task will automatically be assigned to
the current active Patient and the task will appear on the Patient Record,

NOTE: If you use this functionality then the task will only be sent when you SAVE the Patient
Record.

Notifications:

Notifications are similar to emails and used to send attachments or messages to any user on SystmOne
nationally. These messages are stored within the practice or unit and can be dealt with at any time. Users
can access their own notifications via the notification button on the home screen and there is a separate
window within SystmOne to manage notifications.

Notifications are private to the sender and recipient.

Users can access their own notifications via the notification button on the home screen.
There is a separate window within SystmOne to manage Notifications.

They are stored within the practice or unit and can be dealt with at any time by the recipient.
They can only be sent between SystmOne users.

They are not saved in Patient Records, therefore should not contain clinical details.
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e Like e - mails, you can send, reply to and forward notifications.

e They can be redirected to other users, e.g. if the recipient is on holiday.

e They have a fixed life span - notifications are automatically set to expire two months after their
creation, although the sender can extend this to up to three months.

To Create and Send a Notification:
e There are several ways to create a notification, the easiest is to use the shortcut keys of CTRL+E
or alternatively you could go to the Menu and select User<Notification and the following screen
will appear:

¥ Mew Notification o ]

* cancs

Racpieniis) Favoues | Loow User User Group  Other User

w MrAnoiw Adamsen
Mrs Belinda Brown

2 Racipians alastes

None 8 Atisch e

ENTER YOUR MESSAGE HERE

HOTIFICATION T EXFIRE - THE DEFAULT IS 2 MONTHS
(GED FROM BETWEEN 1 DAY TO 3 MONTHS

Presets

e Complete the message screen as required by adding the recipients, Attach a file if required, you
can tick that the notification is Urgent, and/or Receipt is required when Notification is
Actioned box’s, add the subject, message and expiry date etc. once completed Click on the
OK  button to send.

Dealing with Notifications that have been Sent to You:
e Click on the Notify button on your new home screen. If you have any new and active
notifications then the number will be on the top left of the button.
¢ Your Active Notifications are listed and visible as below and you can Right Click on each one
to see the available options of Action, Delete, and Reply etc.

Finding Previous and Inactive Notifications:
e Use the Notify button on the home screen and then select the Notifications button

A . & 5 ] =
Changes Notify Tasks Forums Appts Vists Scan
Make this view the default l& | Notifications
Sent 4 Day |From Subject Flags
12Jul201611:16  Tus  Mr Chris Hall Test =] -
Action
Delete
Reply
Reply to All
Forward
Print

View Attachment

Save Attachment

iew Original Message

Test
B Table 3

e Your Notifications are listed and visible as below and you can Right Click on each one to see
the available options of Delete, Reply etc.

4 B Unactionea (1) Redrection | Redrect Information
from Mr Chris Hall (1)

A Al Natfications (31) e Day _|From ® Subject Fiags
10May201312:38 Fri  Mrs Carla Crispin Mr Chris Hall Receipt: test .
£2 EDSM Communy (Lincolnshire) 14) 10May201312:37 Fri MrDarren Davison Mir Chris Hall Receipt: test Action
B EDSM G (Lincolnshire) (1) 10May201312:22 Fri Mr Chris Hall Mr Chris Hall Recsipt - testing Delete
£ NEL Adut Social Care (18) 08May201311:58 Wed  Mr Chris Hall Mr Chris Hall Receipt:test .
, Search 08 May201311:57 Wed  Mrs Elsie Enfield Nir Chris Hall Receipt - test
08 May201311:57 Wed MrAndrewAdamson  MrChris Hall Receipt: test e A
03May201311:40 Fri  Mr Gliff Clark Mir Chris Hall Receipt-test Forward
03May201311:33 Fri MrGhris Hall Mr Chris Hall Receipt:test
02May201314:50 Thu  Mr Chris Hall Nir Chris Hall Receipt-test print
02May201314:49 Thu  MrAndrew Adamsan  Mr Chris Hall Receipt:test View Attachment
02May201314:48 Thu  MrAndrew Adamson  Mr Chris Hall Receipt-test [ e
02May201311:21 Thu  Mr Ghris Hall Mr Chris Hall Receipt:test
28Apr2013 1140 Mon  Mr Ciff Clark Nir Chris Hall Receipt: time out View Original Message
29Apr201311.06 Mon  MrAndrew Adamsan  MrChris Hall Receipt:time out
Takle 3
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Instant Messaging:

Instant Messages are used to send a message directly and instantly to someone within your unit who is
currently logged on. This message appears on their screen and can be answered or postponed. They are
not stored to use later but there is an audit report that can locate past messages and their content.

Remember these guidelines when using instant messaging:

e They will appear on the screen of the recipient so be aware that anyone (including a Patient) who is
with the recipient could also see the message.

e They should be kept short and to the point. They can be annoying to the recipient if he/she is in
the middle of a consultation and the message is really long and detailed.

e Do not use if this information needs to be visible or saved on a Patient Record.

e  Only people currently logged in can receive them.

e They are auditable so ensure content is appropriate.

To Create and send an Instant Message:
e To send an instant message go to the Menu and select User<Messaging
e The Messaging window will open showing the list of staff currently logged in.
e Use the Disable Messages button to postpone messages until a specified time if you are busy, if
ready to accept messages again prior to the time specified just Click the Enable Messages

button.
o Messaging S
'‘Beep' when an instant message is received | Enable M Disable M;
User Role User Last Logged On | Location Fl... &
CLAYTOM, James (Mr) System Administpat e 3@]:13 Training Room, Health House, Willerby £ -
CLAYTON, Connor (Mr) System Administ| Postpone Messages Until 13 Training Room, Health House, Willerby
CLAYTOM, Tawnie (Miss) Trainer Close|fi10  Trainer PC, Training Room, Health
1610712019 ~ [11:04 House, Willerby
HALL, Chris (Mr) Trainer ;22 Various training rooms over ML & MEL
Ok
4 Users logged on
Send Message Refresh Close

e Select the name of the message recipient and then select the send message button for the
message window to appear and then write your message then Click on the OK button to send it.

Responding to Instant Messages:
® Incoming messages appear on the bottom right of your screen where you can then either Reply,
Postpone or Dismiss the message.

Message from Mr Chris Hall at 12 Jul 2016 10:59
Hello

Rewlv Postrhone Nizmiss

Please remember that:
¢ If you Postpone the message it will disappear and reappear in approximately 5 minutes time.
e If you Dismiss the message it will be deleted and can’t be restored.
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Logging Off SystmOne:

It is important to exit properly from SystmOne at the end of a session because it helps your system to save
data quickly and work efficiently.

NOTE: Any settings you have changed during the current session will only be saved if you exit
properly, for example changes to toolbars, changes to user preferences etc.

Option | - Using the Red X:

Ensure you are not in a Patient Record as you can’t exit while an active record is visible.

e If you're in a retrieved record, Click on either the SAVE or the DISCARD button as
appropriate.

o  WARNING! Remember if you discard the Patient Record no data changes will be saved.

e From your Home screen Click on the Red Cross at the top right of the screen to exit

from SystmOne.
e You will then get the End SystmOne message:

¥ Question [ ]

@ Are you sure you wantto exit SystmOne?

] Show Message Next Time?

es o

e Click on either the YES/No button as appropriate.
e You will also get a message to remind you to remove your SMARTCARD.

Option 2 - Using your Fl | key:

Ensure you are not in a Patient Record as you can’t exit while an active record is visible.

e If you're in a retrieved record, Click on either the SAVE or the DISCARD button as
appropriate.

e WARNING! Remember if you discard the Patient Record no data changes will be saved.

e From your Home screen Click on the FI | key.

e You will then get the Lock Out Security message:

Lock Out Security @
eMEBED Humber Training GP'
Shutdown Mew User

Password

ok

e You can then Click on the Zvi#ewn | bytton.

e You will get a message to say SystmOne is closing down and remind you to remove your
SMARTCARD.

NOTE: For both Options a black console window containing scrolling code will be displayed
briefly and then disappear itself, please do not force close this.

If there have been any problems during your session, however, the console window will remain on
the screen and display details of the problem.

User Guide Disclaimer:

Please note that while we make every effort to keep this guide up to date SystmOne is updated
approximately every 5-6 weeks, therefore some screens/menus may change. The screen shots are for
illustrative purposes and may differ from your LIVE system as this is configured by each Organisation.
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