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Introduction

This user guide is aimed at providing staff with a basic understanding of SystmOne.
Staff will still require specific role-based training and this is highly recommended.

Smartcard Access

Your sponsor (usually the Practice Manager) requests access for you by completing an RA02 form
and sending it to the Registration Authority (RA), alongside 3 proof of identity including a photo ID.

Access rights to SystmOne are based on roles on your smartcard (RBAC).
Your sponsor for each unit you wish to have access to, will need to complete an RA02 form.

Please keep your Smart Card secure and not to share access details with others.

NHS Care Identity Service

It is a chip & pin card. Smartcards will have:
* Your name = &y
*  Your Photo
*  Your Unique Universal Identification Number (UUID) | \i

512006720912
A. N. Other

Login, Logout and Lock SystmOne
Two ways to log in:

Option 1 — NHS Smartcard Access

No one should use the system without using their Own Smartcard.
Using your Smartcard will ensure that you are connected to the Spine.

e Insert your smartcard into the card reader and enter your passcode to
activate your account. Depending on your device you are using the card
reader may be on your keyboard, on the side of your laptop or could be an SystrmOne
external card reader plugged into your device.

e Double click on the SystmOne Live icon on your desktop.

e When you are on the Authentication screen click on the Log on with NHS Smartcard button.

SystmOne — [m] bd

systmone

Authentication

Smart Card Authentication

Log on with NHS Smart Card

User Name & Password Authentication

SYSTMONE FOR BEGINNERS | User Guide Page 3



e This will then take you to your Profile screen:
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¥ SystmQOne

systmone

Welcome back

Information

You last used SystmOne
on Thursday at 13:52.

Clear

Morth West London ICB Reporting Unit
Systems Support Access Role, Lastused 04 Jan 2023 11:28

Show hidden profiles

Log on

Click 'Log on' next to the profile that you
want to use.

West London Borough - NW London ICB Reporting Unit
Systems Support Access Role, Lastused 04 Jan 2023 11:30

Log on

General Practice

Brentford Group Practice

Systems Support Access Role, Lastused 02 Feb 2023 14.24

Log on

Clifford House Medical Centre
Systems Support Access Role, Lastused 02 Mar 2023 13:52

Log on

Clifford Road Surgery

Systems Support Access Role, Lastused 20 Jan 2023 11.06

Log on

e Select the unit you would like to login to from the drop-down list (if you are working at more

than one).

Leg on
e C(Click on the button which will then take you to your Home Screen.

NOTE: 1% time login — you may have some additional fields to complete.

Option 2 — Username and Password

e Username and Password will be given to you by your own organisation if they allow this

method.

e Enter Username and Password in the appropriate fields in the authentication and then click

L
on the button to take you to your home screen.

SystmOne

systmaone

Authentication

Smart Card Authentication

Log on with NHS Smart Card

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, e.g. remaining in the office).
e Press F11 and remove your smartcard to: Lock the screen, Switch User or Shutdown the
system.

¥ Lock Out Security *

Remember to remove your smart card if you are leaving this
terminal.

click Ok.

[
| To unlock SystmOne, enter your smart card, enter your PIN and
I ok Shutdown New User

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

SystmOne Home Screen Navigation and Using Function Keys

SystmOne GP: Mrs Krupa Mashru (' Other' Community Health Service) at CWHHE Training - Home — O >
Patient Appointments Reporting Audit Setup Links Clinical Tools Workflow User Swystem Help
«Q | #E O P B £ | -
More
Home Search Discard ave Details Mext ave a. Mote

SEFrEEFEery B E 2% AH| vorll A &= -

& b
e
8 I !

Configure Home Screen

>
< = o o [ - | [ - |
Docs Doc Inbox Locator Appts ~ O
P 3 = =
- cranses . Toses Forums
a . _
| & 0dg am
4 2 of 2 new notices  View All New Motice » Appts Visits Path Scan

Residential Institute Codes

In October 2022 we made a change so that when
you are creating or amending a residential
institute, they could only be given a code of V0 or
Yo

Y0 for Student Accommodation

WO for Nursing/Residential Care Homes

Since then, EDI messages have continued to be
sent where patients have a residential institute
code on their record that does not adhers to the

new rules. However from 27th March these -
messages wil fail to send and instead will
generate a task explaining why the EDI message
failed to send and explaining what needs to be

done

To reduce the impact from the 27th March, we
encourage all practices to update their existing.

Search features ~ o o 0 0 0 &3 0 E;0 0 @@ Mo o o
—

1]
M}
n
n
o
Be

11:50

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

SystmOne GP: Mrs Krupa Mashru ('Other' Community Health Service) at CWHHE Training - Home

e 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 Heporting Acudit Setup Links  Clinical Toole  Workflow User System Help

e Using the Main Menu allows you to navigate to the main functions available on SystmOne,
this starts from 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 The example below displays the Patient Menu options:
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e The example below displays the Patient Menu — Patient Maintenance with additional

options.

e You will
alternat

o = ® B =« &
& Al | vel | A@~6 =
Y
O eatere & = Carie

& ~
s}

Qoen Paticts
Regent Patects

Q  Patiet Locat iR [ )

also notice in the menu options if there is a keyboard shortcut to use as an

ive 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.

Toolbars

The big and small toolbars are located at the top of the screen below the Main Menu and are

configurable:

Ik

QE, T H @6 B

Search Task Discard Save Details Next Acute

o The buttons in the toolbar allows 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.

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

e Hover your mouse over each toolbar button and a description will be displayed to identify
what it’s function is.

o 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.
o Task Button — Create a new task.
o Discard Button — Closes the current record without saving the changes you have
made.
o Save Button — Closes the current record saving the changes you have made to it.
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o Details Button — Record event details for the current consultation/event, e.g. date,
time, location. The background colour of the icon on the Details button will change
to indicate whether you are recording an administrative or clinically relevant event:

= 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.

o Panic Button — This allows you to call for immediate assistance if required. When
the panic button is triggered, a message is displayed on the screens of all of the
users logged on at your organisation, informing them that you require immediate
assistance. The message includes your name and PC Location (if you have entered it)
and shows the time the panic button was triggered in the title bar.

Recording your PC Location

Recording your PC Location is crucial because it helps staff identify your exact location within a
building if a panic button is pressed. This will ensure swift and accurate response in emergencies.

When you log into SystmOne you are asked to enter your PC location. Alternatively, you can go to

the System Menu — PC Settings — Expand Appointments from the left hand side — PC Location —
Enter Location description (e.g. Back Office).

SystmOne Online Help

To access online help, there are two options.

Make sure you have the latest version of the Help (if you do not, you will be prompted to update,
click Yes).

e Option 1 - Shift+F1 key launches the Help Browser so you can search for help files by using
the Contents, Index, Search and Documents tabs as required.

< <

CCCCC<

Related Topics

IEEEEEEX

e Option 2 —The F1 key opens up the help screen for the page that you’re currently working
on if help is available.

SystmOne Scrolling Notice Board

The Notice Board displays scrolling messages and information about the current status of SystmOne
and our NWL notices at the bottom left of your screen. They are used by TPP and NWL ICB to let
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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 to the Notice Archive tab as

shown below:

Motice Board X

Current Nofices | Notice Archive | Documents

Hide read notices

Fosked By Prospective access post go-live survey

13 Mar2023 TP7 NHS England would like to hear about practices’ experience in preparing for
06 Mar 2023 TPP and implementing the change to enable patient access to online haatth

records.

Follow this link to complete the survey:
hitps:/forms.office.com/Pages/ResponsePage.aspx?i
55CH0BKRWQNMINCUBayjErFxdUQVdCTIdQ0ZZTSUACLY
QNC4u

/ABZyl0um3qdQ
TECYTOMMWIB

Posted Mon 13 Mar 2023 09:01 by TPP
Evpires Wed 29 Mar 2023
Dontshow again  Comment

e To view click on View All, once read, click on “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.

NWL ICB will utilise the notice board to share any important SystmOne notifications or downtime
updates.

To Do Buttons

The To Do buttons are a list of relevant items in the active space that gives you a button to jump to
that screen. You can re-click to hide.

They are at the top right of the screen reminding you of outstanding items (the number at the
corner of the button shows how many of each are outstanding).

e If a square appears with a number — number outstanding.
e Button’s on display are Changes, Notify, Tasks, Forums, Appointments, etc.

[ uake ths view e defaut K susim0ne Chsages

Brigid

Minor Change, HE73, posted 06 Dec 2024 08:51
Configured list selectors i Brigid will Tespect the instead of being
Gurrenty. configured list selectors in Brigid show e available oplions in alghabetical order

fBrigid, these will be shown in the order speciied when Me list was sef up on the Configured Lists screen in SystmOne. |.e. Brigid il show the options in the listin the same ord

\pe. HFT4, posted 06 Dec 2024 0851

efaut you cannot do this. This IS 1o enhance Securfty ofthe 2pp e.0. prevent accidental scresr
ot o submit a bug report. This sefing should narmally be left a5 e defautvalue of dis:

Currenty B 'S YU t your sereen of o e nextrelease of Brigid, this will han
s whi 251 y0ur scrsen for 3 raining session o

Winor Ghange, HFT1, posted 04 Dec 2024 09:12
You will be able to perform Care Plans in Brigid.

Ater e next Brigid relezse, you wil be able 1o perfoem Care Phans Fom Me new Care Plan Details scraen (accessed\ia the palient home screen)
Change not released

Smart cards

Minor Change, HETS, posted 11 Dec 2024 03:20
Update the version of the “NHS Smart Card Digital Signing APT" to fix issues using series 8 smart cards in VDI emvironments.

in ceriain Vinval Deskop Infrastructure (VDI) environments ars cumrently undble 1o use series 9 smart cards in SystmOns. This update {0 the NS smart card API should resoive These issues.
Change not released
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Status Bar

The Status Bar is displayed at the foot of the screen regardless of which screen is currently on show.

If you hover over the counter, they will give you information on what the counter relates to, e.g.
number of appointments waiting to be seen.

]
-
-
=
:f

| ~ o 00 0 0 &3 0 g0 0@@E@OO0 O 14:10|

o 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, e.g. Reports etc.

e There are icons for Pathology, Document Management, Appointments, Visits and Tasks and
they display a number of counters (boxes containing statistics) next to them. Double click on
the number to go straight into that section.

NOTE: The counters visible are tailored according to the type of organisation you belong to (e.g.
General Practice, Child Health, Out of Hours).

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 (only available to system admin users) so ensure content is appropriate.

To Create and send an Instant Message:

e To send an instant message from the Main Menu, go to User and select SRl
* Home F&
Messaglng. | =9 Notifications
e The Messaging window will open showing the list of current staff logged in. ! Mow Notifcation... CirE
e Use the Disable Messages button to postpone messages until a specified Sl

time if you are busy, if ready to accept messages again prior to the time specified just click
the Enable Messages button.

Postpone Messages U,

LLLLL
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e Select the user you would like to send the message to and then select the send message
button for the message window to appear and then write your message and click the OK
button to send it

Responding to Instant Messages:
e Incoming messages appear at the bottom right of your screen where you can either Reply,

Postpone or Dismiss the message.

Message from Mrs Krupa Mashru at 26 Jul 2023 12:56
Hello

m Postpone Dizmizs

Please remember that:
e If you Postpone a message it will disappear and reappear in approximately 5 minutes’ time.

o If you Dismiss the message it will be deleted and can’t be restored

Retrieving a Test Patient

Optlon L . Lab Tests Onling

1. Within the SystmOne Home screen.

2. Bottom left of the screen is Search Features dialog box. [ Test Patient Capying Toal..

3. Type Test.

P . . T T Test Patients

4. Ared T with Test Patients beside it will appear.

5. Double Click on the Red T. tes

6. Alist of Test Patients for the organisation will appear in Orange.

Option 2: “E & & =

1. Go to the Reporting Menu. — W vwm +@n

2. Go down to Miscellaneous Reports. g —

3. Then go across to Test Patients (Red T). I:Ix = I
Click on Test Patients and this will retrieve a list of Test Patients et
for the organisation in Orange. L =
Quick Patient Search = 2 st

There is more than one way to locate a patient:
e Press the F10 key on your keyboard OR
o Click the ] button in the toolbar at the top of your home screen OR
e Select Patient in the toolbar at the top of your home screen and then select Quick Patient
Search from the list in the main menu. The Quick Search Screen is displayed:
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Quick Patient Search X
Name searc o ) Search History Thia Address Nt Found * Advanced
—_—

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

e Type a few 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 smi”. This will give you many patients but to
narrow the search type in more of the name.

e Click the button and select Include Deducted Patient to include Patients
who have been registered at your Organisation in the past but are not receiving care at your
organisation anymore. Deducted patients will appear greyed out and have an X in the
information box.

Quick Patient Search >
Name search smith Search History This Address Not Found + Advanced
Include deducted patients Include test patients ~ Site  All Sites = Columns & Settings
C] Date of birth C] Include patients only registered for remote booking C] Search on previous surnames

NHS Humber | First Name Middle Names | Surname DOB Information ~ Sex House Name | House .| Road Postcode
Bob Smith 10 Aug 40 M 91 Sunnyfield NWT 4F

Lena Smith 01Jan 1980 X F 2 Longridge Lane uB1 3
Aaron Smith 22 Jun 1980 M 50 Fitzhugh Grove SW18 3
Caroline Smith 24 Dec 1936 F 12 Warwick Road E15 4L

o Test Patients — Each Unit has its own list of Test Patients which appear in orange text, which
should be used by new staff to practice getting around the system or for testing out new
functionality, NEVER use a live Patient Record to do this.

e Click the button and it should return some results.

Quick Patient Search X

Hame search smith Search History This Address Mt Founel ¥ Advanced

NHS Number | First Name Widdle Names | Surname v ...| DOB L.|... House Name | House .| Road Postcode Telephone
Aaron Smith 22 Jun 1980 M 50 Fitzhugh Grove SW18 38X 07552 56289¢
Caroline Smith 24 Dec 1986 F 12 Warwick Road E154LA 07749 88886!
John Smith 01 Jan 1951 M Exmoor Street W10 6DZ
Lena Smith 01 Jan 1980 F 2 Longridge Lane UB13JH 07777 111228
Linda Smith 10 Feb 2017 F 1 Sunnyfield NW7 4RE 07965 41238¢

9990533474 Mary Ann Smith 15 May 2019 F 10 Friston Street SW6 3AT 07712 34567¢
Peter Smith 16 Mar 1990 M 26 School Road CO125A7Z 07462 665567
Robert Smith 15 Mar 1986 M The Chelsea.. Flood Walk SW35RR 07856 60054:
Sam Smith 01 Apr 2000 M 7799 3VE 07000 00123
Sam Oscar Smith 01 Jul 1989 M Flat4 220 Uphill Road MW7 4RB 07500 000122
Sam Smith 12 Oct 2016 M 10 Ampthill Square MNW1 2R 075885 88888t
Sandy Smith 01 May 2018 F Phillimore Walk W8 TRX 07890 35621:
Sarah Smith 31 Mar 1987 F 120 Burnley Road NW10 1EH
Test Smith 12 Jun 1892 F 16 Orchard Street W1H BHQ
Tom Smith 05 Oct 1999 M 16 Marylebone Road NW1 51D 020 3350 40..

T

e  Only the first 20 patients 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.
o Black — Permanent GMS patient.
o Green — Patient applied for GMS.
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o Red - Patient is a Walk-In patient, a Temporary Patient (TR) or requires Immediately
Necessary Treatment (INT).

o Blue — Remotely registered patient (patient registered at another Organisation who
has a remote appointment boking at your Organisation).

— Patient has other registration status, for example Private.
Brown — Patient has an incomplete registration.

— Test patient.
Grey — 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 have found the patient you are looking for:

o Click on the Patients name in the results screen and then you can Double Click or it

or Click on the [EZ button to retrieve the record.

O O O O

Navigate Around the Patient Record

When a patient record is open, the patient details will display in the right hand corner known as the
demographic box.

@ 0dwy Hla

Demographic Box — top right of screen

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

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

o 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 patient records open at any
time.

e 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.

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

e 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.

e If you navigate away from a Patient Record you can single click the demographic box to
return to the Patient Record.
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Clinical and Administrative Trees on the left of your screen:

e Clinical Tree — this tab is displayed by default when you retrieve a Patient Record. You can
access all of the clinical data saved for a patient via the Nodes displayed on this tab.

e 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.

o 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).

e 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

e C(Click on a Node or Sub-Node to see the view that corresponds to it in the Right-Hand pane of
the screen.

e There are additional options available on most Nodes, for example to add new details.

e To View a list of the options available on a Node, right click on the Node and select from the
list displayed.

Examples of Clinical Tree Nodes:

In this section we will review some nodes located on the Clinical tree. Kindly note your nodes may be
in a different order or colour as trees are configurable.

Patients Home Node

e Select the Patients 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 that information.

e Any Active tasks will also be visible on the Patient Home Node:

Journal Types:
There are two Journals: New Journal and Tabbed Journal.

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

e Berng, This does not include results fom
' check bax

Sear e s result ater 3 = in collapsed admissions The search bax only searches on pafien data currendl isise In ne joumal. This message can be hiden by going 1o User » User Prelerences » Paberd Record >
e Joumal and disatiing e ‘Snow saarch w

IO LY I - YYYI/HWT - x

PP NotVetPreea
[ infoctive pharmgis (XaluG)

Did ot stend for Flu sppoiriment with Prince ladn

11 Remingeraiet i net and fo Fu sppainseet wi Pince Aisagin
Plsase i e lent al ey cannat afand an appodmen i e ulre they shouldinform sia o hat can be cancelled ASAP - Priory:ormal

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.

Tabs in the Tabbed Journal

Tab Description

Local Data Shows data added by the current organisation

GP Data Shows data added by SystmOne GP organisations

Community Shows data added by SystmOne community
organisations

Urgent Care | Shows data added by SystmOne urgent care
organisations

Everything Shows all data available to the current organisation

Tip: To view all the details contained in the patient record, click T at the top of the New Journal
view or at the top of the Tabbed Journal when viewing the Everything tab.

Tabbed Journal

Searching inhe journal shows
New Joumsl and disabiing e

1| omar G ms

Problem;
H: Sore

E: 120
P: follow

Hatvet Prntea

P Diatstes malitus (C10.)

D0 ot attend Tor Seasion sppointment win Bella Beauty
Dvd ot attend (ta 1k
n D Beauty.
Fiease ey cannat anend e future ey 50 MMt It c3n D cancelled ASAP. - Py Nommal

The Journal main screen is split into 3 areas:

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

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

e 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.

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

e 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).

I'r' Lo Fifer I~
C-ustorm Fiter
Chinically Ralavant
Adrmin Events
Online Full Clinical Record
Onling Detalled Coded Recand
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e Online Full Clinical Record — Consists of coded entries plus communications, letters and free
text from the date requested for your organisation — only seen in the New Journal.

e Online Detailed Coded Record — Consists of coded entries from the beginning of the record
for your organisation - only seen in the New Journal.

Communications & Letters Node:

This shows 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
oDE EZg8 &

Fiter | Simple| Advanced O

A8 Wl

Date v

20Feb 2018
19Jul 2018 12:20
26 Aug 202110048

Type

Clinic Letter
AZE
Referral

Letter to Patients
Letterto Patients
Letter to Patients
Referral Letter
Letter to Patients
ASE

14 Oct 2021 10:27
11 Nov 2021 10:27
07 Dec 2021 11:05
22 Dec202111:40
20 Jan 2022 10:30
22 Mar 2022 09:00

23Jun 2022 11:27 ASE

Letter to Patients
Referral Letter

23 Jun 2022 11:27
13 Jan 2023 15:06

Drag Word File Here to Create Letter

Al (19) | Incoming (1 Gut;cin;ﬂﬁjlGther-z:

=L

Date Finalised
20 Feb 2018 14:03
19Jul 2018 12:45

14 0ct202110:54
11 Nov 2021 10:51
07 Dec202111:32
22Dec202112:04
20 Jan 2022 10:58
23 Mar 2022 11:05

23 Jun 2022 11:57

13 Jan 2023 15:12

Sender

CWHHE Training
CWHHE Training

CWHHE Training
CWHHE Training
CWHHE Training
CWHHE Training
CWHHE Training
CWHHE Training

CWHHE Training

CWHHE Training
CWHHE Training

Recipient Information Flags
Entered by Phillip Martin -
Mr Ozzie Martin Letter Template: HPA Notification Form.doc T4
Referral form for CLCH Letter Template: Oviva NWL DSE Programme £
Dieticians Service (Email), Service Referral Form
Community Senices
Mr Ozzie Martin Letter Template: Patient.doc T4
Mr Ozzie Martin Letter Template: Patient.doc j
Mr Ozzie Martin Letter Template: Patient Fit to Fly.doc :'
Letter Template: To Whom it May Concern T
Mr Ozzie Martin Letter Template: Patient.doc T4
Ealing Community Transport Letter Template: AUA ES Patient Infomation lefter j

ECT membership registration, HWr1AH
Transport Forms

Dermatology - Community (eRS Letter Template: Dermatology referral form NWL

L

Form), Hounslow, Dermatology ICS
Mr Ozzie Martin Letter Template: Blank letter head j
Letter Template: Patient.doc :'

e To view only your organisation documents click on the

OR

e Click on the magnifying glass Q

letter types.

Pathology & Radiology Node:

rm

button to the right of the screen

to search for specific

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 | Administrativa

1! Remingers (3)
« Vi Fetlgy gy 1]
& Pathology Requests
4 # Haematalogy
Xirec
# Biood Coagulation
ﬁ’! Red Blood Cell Obs
# Wnite Blood Cell Obs
# Haematology Test
A Biocnesiztry

HE Fndnerinainme
SLERELELLE

1% Substance Misuse Me DTME
] Es - aupn

o] Recalls (1)

S Cervical Screening

INR
U el

Repart s

G vew

T | Battery Headers

All

Specimen

Type
-

B n
AR -« 3
F|
» |Resultindicator 2
MNormal
a
Mo further action required. 4 4
Filing comments [
Patient to be informed 1
Reportfiled by Vicky Speed- 18 Feb 2016 16:41 =
Patient informed by SystmOniine on: 18 Feb 2016 16.43 L
Renart amrhived b Wick: Snear- 1A Fah M14A 1643 i

Coded Investigations

Examples of Administrative Tree Nodes:

In this section we will review some nodes located on the administrative tree.

Patient Details Node:
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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.

Clinical | Administrative |

Patient Details

L Aftendance Counts
B Appointments

R Appointment Invitations

Home telephone

Alternate tel.

Contact method

— Patient Details NHS number Old NHS number
{D Patient Details Title Miss -
[~ (@ Hospital Numbers Name Minnie Mouse
Fi
= GP Registration Details armer surname
Known as
Ba Record Sharing
ams Groups & Relationships (1) Gender Female '
7] Address History (1) Date of birth 22 0ct2010 ~ 00:00 Age 12y 7m
_ Place of birth UNKMNOWN
Medication
[~ L Appointments, Visits & Tasks Address 2 Woodcote Road Residential institute

Wallington Surrey SME& 0LY

Work telephone

Mobile telephone

Visits Email
2] Tasks Skype ID ‘D Skype Audio Call

& scheduled Tasks Unknown £ Record Contact Method
"
A eworkllows WMarital status Married (XE0oa) = % Record Marital Status
| Waiting Lists .
. 4E] waiting Ethnicity T et Record Ethnicity
B SMS Messages
Occupation Employed i Record Occupation

: Record New Address

.27 Amend Name

'a‘ Record Contact Details

{@ Send Email {@ Send Werification Email

Appointments/Visits/Tasks Node:

This section is designed to facilitate the scheduling of appointments, coordination of visits and
delegation of tasks, ensuring that clinical and administrative duties are effectively managed and
tracked to support seamless care by allowing you to view details of the following:

e Attendance counts

e Appointments

e Visits

e Tasks

e Scheduled Tasks

e  Waiting Lists and Therapy Groups

Clinical ».-:mmistrali;e|
— Patient Details
@ Patient Details

v | Hospital Numbers
= GP Regisiration Detais
B Record Sharing
oas Groups & Relationships (3)

171 adaress History (1)

Appointments, Visits & Tasks

Appointment Aftendance ‘ Appointments | Appointment Invitations ‘ Visits |Tasks ‘ Scheduled Tasks ‘ Workflows ‘ Waiting Lists & Therapy Groups

Attendance over the last twelve months

— Medication
[~ L Appointments, Visite & Tasks
A Attendance Counts
s Appointments
B Appointment Invitations
Vists

-
Z| Tasks

Appointments. 46

Successful attendances 24 522 %
DiAs 22 478 %
Walked out 0 0 %
Visits 6

Total Attend

Appointments. 98

Successful attendances 46 46.9 %
DliAs 52 531 %
Walked Qut 0 0 %
Visits 9

Record Sharing Node:
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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 access their
record. The patient will be asked to give their record sharing consent at ach organisation at which
they receive care. The patient’s consent can be changed at any time.

7 Record Sharing X

ANDERSON, Anna (Ms) Born 01-Feb-1934 (90y) Gender Female NHSNo. 999050 1831

lorganisation CWHHE Training.
[Consent period started  17-Oct-2017
An informed patient, in consuttation with a Healthcare Professional, can choese to permit or restrict access to the
information entered into their record at each organisation that accesses their record.
The patient will be asked to give their record sharing cansent at each organisation at which they receive care.
The patients 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?

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

O Consent not asked

Sharing In
Does the patient consent to 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
(O Consent refused

(O Consent not asked

Data Source

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

Quick Notes

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 on your toolbar.

e To Record a Quick Note:
o Retrieve the Patient Record.
o Click = on the toolbar.

Mote

7 Quick Note

Other Details... ~ Exact date &time =  ThuO06Jul 2023 ~ 1158 [

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

O Leave clinical relevance unchanged O Make this event clinically relevant @ Make this an admin event

Note Type Q = Text Presets

Enter your Cluick Mote here

E Cancel

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

Specify if event is Clinically Relevant or Admin Event.

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 are unable to report on them.
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.
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NOTE: Once a consultation has been started, the quick note function will no longer be available.
Book and Manage Appointments

There are two options to see appointments, the Appointment Overview and the Appointment
Ledger, which 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.

Appointment Overview Appointment Ledger
AN Ty b T ey Wit Pl S Mlde el NN Doy e Toge Wby MpeiimetSe FreeSuSemd S Pifieslas Refeh
LA ‘rm‘;::-:‘:w . Ve P Fizs (Tomorrow]) Thu 9 an Temcro] T 13 an Tomamow T 0 en
it &
g v 4 W e %

] W0 s A Ficlnic for Prince Aladdin Eary afiemoon session Hannah's Rota
I o esin Sesin
: 1340 St 1940 sane day emerency

fim 1l
{110 sy S 15 My 2019 (1D same ey emengency

- chestpan 1n
" Ms Anna Anderson M Feb 194 920 same day ememency
T rash on ebow 1ln
)s |
Bimat m e 63 ey ey
o i on
m f)m
Q Tl : 1640 sane dy emenency
i e | £ n
]
. 1950 sane dy emeneocy
ik e | gy H -
m

Filter options on your Appointments Overview/Ledger screens:

AM  PM  Day Me Tomgle H ® Tochangethe month thatis displayed in the calendar, select the

Minimise Past Rotas appropriate month from the drop-down list.
Jul 2023 - 0 e e Today is marked on the calendar by a black border. The

0830 ~ to 20:30 ~ currently selected date is marked by a blue square.

mlT IwlT o e To specify the hours that are displayed on the Appointments

F| 8|S
o o o R A 2 o screen, use the drop-down boxes above the calendar (these will
3 4 5 7T & 9

08:10 already have been set up by the Administrator).
10 11 12 13 14 15 16| 190m

17 18 19 20 21 22 23|ggmg | ® The dateson the calendar that are crossed out have been

Bookmarks 10m archived.
- ) %5281 e Ifyouwant toview a particular day or days that have been
Add Remove 09:40 archived, select the days you want to view in the calendar and
Update Rename 16m Click History.
09:50 . . .

Site p— e |t's also possible to view the appointments calendar for over a
All Sites - |[10:00 year ago (Appointments Overview or Ledger/select Earlier from
Show other sites :E:'u the date drop-down list at top left/select Year and Month to

Staff 10m view/OK/the calendar on the left shows the selected month).

Q 10201 o To select more than one day within the calendar, Click and Drag

Clid i Q :E; the mouse of the days you want to view or hold down the Ctrl

=l N = k=N 10m key and Click the mouse to select the individual days.

E‘:L 13:’ NOTE: Bank holidays and closed days are indicated on the

| éeene 10:50 calendar by a green square (to see details — hover over the date

A

with your mouse).
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e 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 User’s view, and the function of each button is
detailed below:

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.

O O O O

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 select 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.

e 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.

o 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.

Making a Booking from the Appointments Overview/Appointments Ledger

To Book an Appointment for a Patient:
e Do one of the following:

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

OR

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.
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A PM Dsy Me Toggle History AppointmentSearch FreeSiotSearch Settings FrintRotasiLabels Refresh
Minimise Past Rotas PAL F Beyioku sGil HG
Ju2oz v W Man 10 Jul Mon 10 Jul Mon 10 Jul Mon 10 Jul
0830 * 1o 2030 ~ Aladins Dietitian Rota (AM) Femi Beyioku GP Sandip Health Check Session Hannah's Rota
Session My care My way Health Check Session
MIT W TIF|S S s 08:30 Private Medical 09:20 Telephone Appointment Siot 09:00 same day emergency
80m 20m 10m 10m
24 7% 4000 st 08:50 09:40 Test Sandip 09:10 same day emergency
1112 13 14 15 16/gom 30m 10m 10m
1718 19 20 21 22 23] 49,09 Shot 09:20 MOT 09:50 Test Sandip 09:20 same day emergency
Bookmarks 80m 20m 10m 10m
- ) 120050t 09:40 Same Day Embargo 10:00 Test Sandip 09:30 same day emergency
60m 10m 10m 10m
Add Remove 13:00 Slot 09:50 NHS Health Check / CVD at Risk 10:10 1 Day 10:00 TEST EMBARGO 09:40 same day emergency
Update Rename. 8om 1om 10m 10m
10:00 NHS Health Check / CVD at Risk 10:20 1Day 10:00 TEST EMBARGO 09:50 same day emergency
Site 10m 10m 10m
Al Sites = 10:10 NHS Health Check / CVD at Risk 10:30 1Day 10:00 TEST EMBARGO 10.00 same day emergency
10m 10m 10m
Show other sites 10:20 NHS Health Check / CVD at Risk 10:40 10:10 same day emergency
Staff 10m 20m 10m
10:30 NHS Health Check / CVD at Risk 11:00 Slot 10:20 same day emergency
10m 10m 10m
10:40 NHS Health Check / CVD at Risk 11:10 Siot 10:20 same day emergency
10m 10m 10m
10:50 NHS Health Check / CVD at Risk 11:20 Telephone Appointment Siot 10:40 same day emergency
j P, 10m 10m 10m

e Do one of the following:
o Right Click on an appropriate empty slot type and select Book Appointment,
o OR
o Select an appropriate empty slot type and press Enter.
o This will open the Appointments Patient Search dialog, type the patient name in the
Name search field and click Search.
o Select the patient’s name from the list displayed and click OK.
e [fany 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 Mew Appointment x

Reminders:

Appoiniment | Recurrence | Attendees
— Did not attend for Flu appointment with Prince Aladdin

Date Wed 19 Jul 2023 Template Please inform the patient that if they cannot attend an
= appointment in the future they should inform staff so that it can
Time 09:50 Duration  Current 10 mins v be cancelled ASAP. (Jul 2023 done by: Unknowr)
Staff & 1 Femi Beyioku Cancel Mark in Error
Did not attend for Session appointment with Hannah
Patient Mr Ozzie Martin 29 Sep 1978 Attendance Greenwaood.

Please inform the patient that if they cannot attend an

Mobile no. 7958 7527 & -mail
cblene 07958 752740 4 Send confirmation now Phone/E-mail appointment in the future they should inform staff so that it can
Status Booked be cancelled ASAP. (Jul 2023 done by: ST)
Q Cancel Mark in Error
Furpose v test (Apr2023 done by: JM)
Reason Q - Cancel Mark in Error
patient can be violent (Jul 2021 done by 5G)
Detais Presets Cancel Mark in Error
Recurring This pt does not speak english (Mar 2022 done by: SG)
Cancel Markin Error
Flags [J Annual Review [J Online Services Appointment . 9 Reminoer
[ Test Has QOF Alerts er Appointments:
O Interpreter Required O Prevent Seff Check-in Tue 18 Jul 2023 09:00 Prince Aladdin - Flu clinicfor Prince
[ Interpreter Booked [0 SMS DNAMessage Sent Aladdin - Flu (Booked)
O Blood Test I O swsReminder sent

Other Visits:
Thu 22 Feb 2018 13:30 Prince Aladdin assigned (Pending)
‘Wed 16 May 2018 11:45 Mr Simon Benge assigned (Pending)
‘Wed 18 Jul 2018 10:10 Prince Aladdin assigned (Pending)
Fri 10 Feb 2023 15:00 Mrs Krupa Mashru assigned (Pending)
(] Print appointment letter/abel [ Print appointment letter using Integrated Word
QOF Alerts:
Asthma - AST007 - Record review, personalised plan,
assessment and number of exacerbations

(] E-mail appointment Ietter using Integrated Word

Show preview of appointment letter

a Lanezl

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.
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= [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 the drop down list of appropriate.
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:

Template |

Annual Review Clinies > )25 0910 Prince Aladdin - Flu clin
Fiu , Booked)
Miscelaneous > 2 Appointment
Phone/E-mail 25 B2 Cinic
baby ciinic
Blood Test
Chid Check

Presets Diabetic Check

Recurring

ment .

Record Sharing Preference

rEINEN

Travel

e Double click on the appropriate Appointment Template and any details relating to that
template will be entered into the appropriate fields.
e 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.
e 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 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 the 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 C(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

e OR
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e Ctrl+F9 and the following screen is displayed:

Free Slot Search X
Staff Filter Day Date & Time Rota Type Filter Slot Type Filter
g Prince Aladdin PAL Monday Searching from  19Jul 2023+ g Baby Clinic g *NHS111/CCAS
Princess Ana PA 2 Tuesda Clare 12052022 Sandip
1y - -

[ 1an Beale B Wedneas Search ihe noxt  ZHl-) (B8 [ Coral Test [ admin - not book

% Bella Beauty BB wednesday | | inciuding siots  All Day ¥ 14:00 & covip & Admin Blacked

4 Sleeping Beauty sB Thursday am| pw Day & Diabetes Clinic & Administration (.

&% wr simon Benge S Benge Friday % Diabetic Clinic % Baby Clinic

% Wr Femi Beyioku FB [5 Bengs) Setvrday Duration [ Diabetic Clinic GP & Blocked

B4 Kristoff Bjoraman KB B sunday Minimum duration % mins | ||EH Diabetic nurse ciinic || || plocked admin

""" o Q Combine siots to get duration

Bookmarks site

1 > CWHHE Training &
Staff Member Rota Type Rota Name Slot Day Earliest Date Days Duration Total F.
Wr Femi Beyiaku Session Early afternoon session  Slot wed 19 Jul 2023 1410 0 10 12
Az Charles Flu session ip Flu Thu 20 Jul 2023 08:30 1 10 10
s Sharon Twydell Training Glinic ST Training session Telephone Appointment Slot. | Thu 20 Jul 2023 08:30 1 10 4
Bella Beauty Flu Flu JP Flu JP Thu 20 Jul 2023 08:30 1 10 12
Wr Femi Beyioku My care My way Femi Beyioku GP Private Medical Thu 20 Jul 2023 08:30 1 20 1
s Sharon Twydell Training Clinic ST Training session OnHine Booked Thu 20 Jul 2023 08:50 1 10 2
Wr Femi Beyiaku My care My way Femi Beyiaku GP Home Visit Thu 20 Jul 2023 08:50 1 30 1
Prince Aladdin Flu Flu clinic for Prince flu Thu 20 Jul 2022 09:00 1 10 21

Aladdin

Hannah Greenwood Session Hannah's Rota same day emergency Thu 20 Jul 2023 09:00 1 10 12
s Sharon Twydell Training Clinic ST Training session siot Thu 20 Jul 2023 09:10 1 10 ]l
Wr Femi Beyioku My care My way Femi Beyioku GP mMDT Thu 20 Jul 2023 09:20 1 20 1
Ws Sharon Twydell Training Clinic ST Training session On The Day Thu 20 .Jul 2023 09:50 1 10 2
Wir Femi Beyioku My care My way Femi Beyioku GP NHS Health Check/CVD at  Thu 20 Jul 2023 09:50 1 10 10

Risk

"3 Siots found
Other Options
Link to appointment 0 = Days - Link

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

o If the patients require 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 search 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.

o Aslotis “Reserved” for four minutes as soon as it is selected by a user ready for booking and
the reservation remains in force until:

e The four minutes’ elapse.

e OR

e Theslot is booked.

e OR

e The appointment is cancelled.
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Options available to use from Right Clicking on a result in the lower half of the Free Slot Search
dialog:

S Uemger Rots Type Aot Name St Dey | Eartest Date v Days .. | Duratos | TotelF

Mr Femid Beyloku Session Farv sfeenann gession Slot Wed 19 Jul 20231410 0 10 12
Aa Charles fFlu | @ Bosk Appentmant Flu Thu 20 Jul 2023 0830 1 0 10
Ms Sharon Twydell Teaining u“ Boek from Watens List sion Telephone Appoiniment Stot - Thu 20 Jul 2023 08:30 1 10 4
Bella Beauty Flu Fu JP Thu 20 Jut 20230830 1 10 12
Mr Femt Boylohu My care ° Sock Remole Appehirugnt Private Medical . Thu 20 Jul 2023 08:30 1 20 1
Ms Sharon Twydell Training 0] Bock Textusl Agporament  sion On-ine Booked Thu 20 Jut 2023 0850 1 10 2
Mr Femi Beyioku My care. pg. A P Home Visit Thu 20 Jul 2023 0250 1 30 1
Prince Alacdn Flu Harica " e Ny Thu 20 Jul 2022 09.00 1 10 1

& Bhock Azportment

Hannah Greenwood Sessior Same day emergancy The 20 Jut 2023 0900 ' 10 12
Ms Shason Twydell Training anend St slon Slot Thu 20 Jut 202309 40 1 10

Mr Femi Beylolu My care P Moy Thu 20 Jul 20230920 1 20 1
MsShaonTwydell  Training o 2000 Ren sion On The Day Thu 20 Jul 2023 09:50 1 10

Mr Femy Beyiou Wycare & AmandRets P NHS Health Check /CVD & Thu 20 Jul 2023 0950 1 10 10

Risk
35 Sn fot = e : - T

e Right click to book a slot and find the patient.

o If the earliest slot is acceptable then continue to book the appointment.
e OR

e C(Click Zoom to Rota to find appropriate time slot.

o Double click into the slot.

e OR
e Right Click and select Book Appointment to search for the patient and book the
appointment.

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.

7 W W O ® & & & o
Task Discard Save Consuttation Note: Appts. Panic

|
=]
e BP ¥ B W % Y [E video Consultation > -’ B = 5§ -
-
-

View Appointment History CommsA
Did Not Attend

oggle  History

= Insert
= P Cancelled by Unit

(Temorrow} TF

| Arrived Cancelled by Patient
e —— I waiting Cancelled by Other Service
Flu| -9 inprogress Cancellsd Due To Death
. _ “J Finished No Access Visit
Wr Aaron Smith Patiert Walked Out
e —— & Assign Appointment Token
&3 call Appointment Reset Status to Booked
530 _ £ Flags R | Set Arrived and Seen Times
s . Delete
E _ =R Print > Link to Referral
Y Actions > fg" Manage Attendees
_ = Administration > Views Audit Trail
B ...
B = oo
_ &7 Amend Appointment
Move Appointment
_ i View Information
_ &2 Linked Appointments
EA

Table >

To Delete an Appointment

e Right click on the slot you want to Delete and select Administration — Delete.
o Click Yes to confirm that you want to delete the appointment.
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NOTE: You should only delete an appointment if it was booked in error; otherwise, select
and alternative reason from the Administration sub-menu, for example Cancelled by
Patient.

To Cancel an Individual Appointment

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

Did Met Attend

A
.
B Insert Appointment Cancelled by Unit

Arrived Cancelled by Patient
T waiting Cancelled by Cther Service
9 nProgress Cancelled Due To Death
ﬁ, Finished Mo Access Visit

Patient Walked Out
Assign Appointment Token

Call Appoirtment Reset Status to Booked
Set Arrived and Seen Times

Delete
SMS

& Amend Siot
= E-mail

@

@

f  Flags
2

=

Actions Manage Attendees

»
»
»

Print » Link to Referral
»
»

ﬂj Administration View Audit Trail

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

Question X

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

Rebook Now Rebook Later Don't Rebook Cancel

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

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

e Don’t Rebook — The original appointment is cancelled and is not stored for rebooking.

Using the Appointments for Rebooking Dialog:

e To view the Appointments for Rebooking dialog, select Appointments — Appointments for
Rebooking from the Main Menu.

Appointments  Reporting  Audit Setup Links  Clinig
B Appointments Overview Cirl+Q
LL Appointment Ledger Cirl+Shift+L
She  Activity Diary Ctri+Shift+D
Remote Booking Cirl+Shift+Q

-

31, Free Slot Search Ctri+Fg

| A—. )

‘ ppointments for Rebooking..
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To Rebook an Appointment from the Appointments for Rebooking Dialog

e Select the cancelled appointment you want to rebook from the list.
e 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
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.

e 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 jut booked. It will not show in bold on other user’s 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.

Tasks

Tasks are the most important communication method for 2 main reasons:
e They can be linked to a Patient Record and therefore a 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.

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.
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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.
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 P

rocess 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 type 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 in Miscellaneous.

How do | access my Tasks?

o Left click on the Tasks button from your To Do buttons on your Home Screen:

Kx =

Changes Notify

[ ] Make this view the defautt
Asgsigned to Me

Overdue

Due Today

Due Toemorrow

EDIValidation Error
Medication Request
Total

S-i LL o

Tasks Forums Appts Visits.

Count ...

Wi

Path

Unassigned
Overdue

Due Today
Due Tomorrow

&

Scan

-
2 Task List

Count

Your own Tasks appear under the Assigned to me heading:

In the example above this staff member has 12 current tasks to deal with, none of them Overdue,
Due Today or Tomorrow.

o 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.
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e Right click on each task to see the list of processing options.

] Make this view the default
A8 Back to Breakdown
Ugetated Pasent
16 Mar 2023 M Ozzie Marin
01.Jul 2018 M Phil Mitchell B Acton
11 Mar 2021 Mr Mickey Mouse bl update
17 Fe 2022 Mrs Gail Platt
09 Now2021 Mrs Jessica Raboit @ Aetreve Patent
27 Jun 2023 Mr Harmry Smith
5l change stanes
L [F] asson
Thu 16 Mar 10:54 - Sent automatically by SystmOne ¥ Setfig
AGP to HA amendment notification message is waiting to be s¢
Yiou are ot linked 16 LnKRoWn HA HA S Pent Task
Either cormect the HA selected, or contact your helpdesk to raqued Create Rule.
Comectthe eror and the message will be 5ent automatically 5iii [

»

»

»
snnot be sent because

‘_’l Task st
Status Dese Dute ~ | Staried | Flags.
Mot Started O F
Mot Stared FJ
Mot Started Fa
Stasted = Fo
Mot Started F o
Mot Started Fe

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

How do | know if | have a New Task?

The counter on your Status bar on the Home screen will have increased.

= 13 13

]

e When you double click on the counter it will take you to the task list screen.

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.

= . -
= | 'S [ |
Tasks Forums Appts Visits

Overdue

o6 o

Path Scan

Count .. | Unassigned

Due Today
Due Tomorrow

2] Task List

Count

e Alternatively select Workflow — Task List from the Main Menu or Ctrl+T on the keyboard.

The Task List is split into three sections:
e Tasks Tree
e Task List Pane
e Details Pane

AllTasks | Summary | Wrs Krupa Mashru |

e

Z By |For Patient
gned Tasks 14 Apr2018 Administration
Assigned to Groups (987) 15 Apr 2018 SBenge

vE o Teams
 [T] Assigned to Staff (2312)
~ [5] by status (3298)
v 55 Tasks from Elsewhere (2)
12 Fiters
 [E£] For Me, My Groups and My Teams (13)
* EDIValdation Error (5)
* Medication Request (6)
* Referals (1)
~ [%] For Only Me (13)

Miss Blackburn Clare
Miss Blackburn Clare
Wiss Blackburn Clare

18 Apr2018 CG  BU
18 Apr2018 GG  BU
18 APr2018 CG  BU
16 Apr2018 CG  BU
18 Apr 2018 IC BU
18 Apr2018 PC  BU
1eApr2012 BU  BU
16 Apr 2018 AU
18Apr2018 BU  BU
19 Apr 2018 1B

Mr Oscar Brown
Miss Zena Sofroniou
Mr Quentin Brown
Miss Mary Brown
Miss Mary Brown

M Sam Vimes

G B @ o F B | | B eereosean

Task Status. Due Date Started | Flags
Rota Auto-Apply Results Not Started O P
Privacy Officer Summary ot Started O pao
Email Verification Failure Started P
Email Verification Failure Not Started o rF
Email Verification Failure Not Started o p
Email Verification Failure Started P
See task and action as appropriate  Not Started [
Seelask and action as appropriate  Started I
Email Verification Failure Not Started o p
EDI Validation Errar Not Started O pPa
See task and action as appropriate  Not Started [
EDI Validation Error Not Started O Fae
PR, bt it =i

~ B o a2
v
M Thu 14 Jul 13:24 - Mir Andrew Henge

phone patientre results
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Tasks Tree

The Tasks tree displayed in the left-hand pane of the screen lets you view separate lists of tasks
contained in the following folders:

e All Tasks
e Filters
All Tasks

This folder contains a breakdown of all tasks received by users in your organisation. Click the arrow
to view the sub-folders that break down the tasks in a relevant way, e.g. by task type, user group,
staff member.

The following folders are available on the left of the screen:

Folder Description

All Open Tasks | All tasks received by users in your organisation that have not yet been
completed.

Unassigned Tasks that have not been assigned to a specific member of staff or group.

Tasks

Assigned to Tasks assigned to all members of a user group.

Groups

Assigned to Tasks assigned to individual staff members (each member has a separate

Staff sub-folder).

By Status When you click the arrow, tasks are grouped into sub-folders according to
their current status.

Tasks from Tasks assigned to staff in your organisation by users at another

Everywhere organisation. These tasks always have an = icon displayed in the Flags
column of the Task List pane.

Filters
This folder helps you to find out which tasks are for your personal attention. The tasks listed include
tasks sent to users within your organisation, either from other organisations or by another user

within your organisation.

The following filters are available:

Filter Description

For Me The number of tasks assigned to you, including tasks assigned to user
groups of which you are a member.

For Only Me The tasks that are assigned to you alone, not including tasks assigned to
user groups of which you are a member.

Due Today Tasks with a due date of today.

Due Tomorrow Tasks with a due date of tomorrow.

Overdue Tasks that were due yesterday or before.

Created By Me All the tasks you have created.
Note: Only tasks sent to users within your organisation are displayed.

Current Patient If you have a patient record open, any of the open task relating to that
patient are listed.
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Creating a Task

Do one of the following:

Select Workflow — New Task from the Main Menu.
OR

-

-
o

Click the
Creating a task from the Task window:

== | icon on the Main Toolbar.

New Task — [} x

For CWHHE Training T O Unassigned
Settings. Include past organisations O User group
O Team
Click or Drag Files Here to Attach Delete
Staff member  Prince Aladdin - Q

File Name.
O ue

Task Referrals hd Subject () No Subject Current Patient

B 7 U 4 & B 9 O " o sansSerf -2-0-E=====8E 8 &

Status Not Started - Due - Flag 7 Noflag =~ Presets

Select the organisation the task recipient belongs to from the For drop down list. You can
only send tasks outside your own organisation if the patient record has been shared by the
other organisation.

Select one of the following:

o Unassigned — the task will appear under “Unassigned Tasks” on the bottom of the
Home screen for everyone in the organisation. If possible, always try to assign a task
to a specific person or group; otherwise the task could be overlooked.

o User Group — select the appropriate user group from the drop down list, e.g.
Reception. To check who belongs to the selected user group, click Members to view
the names.

o Staff Member — click Usual GP, Registered GP or select the appropriate entry from
the drop-down list (any users currently on leave are highlighted in bright pink text
with “On Leave” after their name).

o Me —send the task to yourself.

o Multiple Staff — this allows you to select more than one member of staff from the
list using the Ctrl key on the keyboard.

Select a task type from the Task drop down list.

Specify whether the task relates to a specific patient. If you have a patient record open, the
name of the patient will be displayed beside No Subject with the radio button next to the
patient’s name selected.

o When you send the task, the task details will be saved in the open patient record. If
you do not want the task to be saved in the open patient record, select No Subject.

If you are sending the task to a group, select All recipients must complete to specify that the
task must remain on the Task List screen until all recipients have marked the task as
“Completed”.

Type details of the task in the lower half of the dialog. The toolbar allows you to use
standard Word processing functions to format the text.

Check the task status (it will show Not Started automatically). To change the status of the
task, select the appropriate option from the Status drop down list.
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e Select the appropriate date from the Due mini calendar, if you want the task to be
completed by a specific date. To specify a time, click in the box to the right of the Due field
and type the appropriate time, using the 24-hour clock. A task is displayed in red type on the
Task List screen when it is overdue.

e Select the appropriate option from the Flag drop down list if you want to assign a flag to the
task.

e C(Click OK and the task will be sent to the recipient.

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.

Updating a Task
bl

e Select the task from the Task List and click ™ , or

e Right click on the task in the Task List and select Update.

e Make the relevant changes to the task, e.g. assign a new recipient, enter text or change the
task status.

e Click OK.

View Tasks in Patient Record

To view details of appointments a patient has from the patient record:
1. Retrieve the Patient Record.
2. Select the Administrative tree
3. Expand the Appointments, Visits & Tasks node.
4. Select the Tasks node.

This view shows all of the tasks associated with the currently retrieved patient.

There are two tabs:

e Task History — Shows a list of all sent tasks associated with this patient. You can use the
Organisation drop down list to show only those tasks sent by a particular organisation or
select All Organisations.

o Pending Tasks — Allows you to view tasks that have been created but not sent. They will be
sent automatically when the patient record is saved.
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