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Introduction

This user guide is aimed at providing staff with an understanding of how to use the SystmOne Communications
Annexe function to send SMS messages, emails and Airmid notifications to patients.

The Comminications Annexe is a single tool allowing you to communicate with patients through available and
preferred communication channels — SMS messaging, email and Airmid. (Please see our separate Airmid user guide)

We advise you to consider whether it is appropriate to send a message to your patients, as this does not guarantee
when and if the patient will read the message. If the matter is urgent, then it may be better to call the patient
directly to ensure that the message is delivered and understood. There is also a risk of a breach of confidentially if
someone else with access to the patient’s device, reads the message.

It is a legal responsibility to protect patient confidentiality. The responsibility for safeguarding and using confidential
information appropriately rests with each organisation. Staff will still require specific role-based training and this is
highly recommended.
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Communications Annexe Set up

Your practice/organisation will need to have the three communication functions (SMS messages, emails and Airmid)
configured appropriately to enable use of the Communications Annexe

To allow you to easily launch the Communications Annexe from within the patient record, a system administrator
can add a quick action button to the appropriate toolbar(s)

e Navigate to the Main Menu > Setup > Users & Policy > Organisation Preferences
o Select Toolbars > Configuration

Organisation Preferences

New Toolbar  Copy Toobar | Amend Toobar| Delete Toolbar  Publish Toolbar
@ Bookmarked URLs

Set Default Toolbar  Set Role Toobar Usage  Set Staff Toobar Usage

"% Toolbars
Name Used By
Published

admin -

[Admin Toelbar =

0 Toolbars

Toolbar Preview

» @ @ W HEH O g

Restore Defautts m Cancel

e Highlight the Toolbar and click Amend Toolbar
e Select and click Amend Button Set and click OK

Configure Toolbar

Toolbar name  New Surgery toolbar

New Button sa Delete Button Set  Set Shorteuts
Q& @ i H B " 3 2

Home Search Online Task Discard Save Next New M..  Letter Note

™| @ kerE W m>&Y

@ Be | %IN6RE ITE
12 8 9 0

o The Configure Buttons window will appear

e Type the word annexe in the Enter text to search field and click Search
e Highlight Launch Communications Annexe

e In the left pane showing the existing Selected Buttons, highlight the one which you wish the new button to
appear next to on the toolbar and Click the + to add the new button

Configure Buttons.

x
Selecied Bulions.

Bulton stye Large (with taxf)  ~

Home.

@, Guick Pailent Search
6 Register for Onling Services
[ New Task

> <

IR R R I I I I I I

o o
s
[]

e G

B HewmED3
et atr
1 cuick Note

B new Acute
& Appointment Ladger

e @ a X oW

& appointment, Visit & Task History
i visits

Note - The position of any buttons can be changed by highlighting and using the arrows to the right of this pane
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Using the Communications Annexe within a patient record

e Retrieve the patient record

e Click on the Communications Annexe quick action button on the toolbar

NHS

North West London

e Alternatively, if you do not have this quick action button, type in the search field at the bottom of your

SystmOne screen and the Launch Communications Annexe button will appear here

=! Launch Communications Annexe

|lannexe |

e The Communications Annexe window will open

Communications Annexe

Contact Details
Type Details

Addcode  [H] X
Questionnaire B X
[ atlow reply

Preview

[ Delay sending until

Repeating every

- o

Mr Ozzie Martin 29 Sep 1978 (45 y) M
13 Bath Road, Hounslow TW3 3E8

Mobile (preferred). 07958 752740 Home: 01234 56789
413343 2134 GMS, CWHHE Training

Verified

Email phillipmartin@nhs net
Mobile number 07958 752740

Airmid Patient has Airmid account
Preferred contact method SMS

SMS consent Consent recorded

Message

Send SMS

Preset B x

for finishing on

Send me a task after days to prompt a review

x

w

Note - You can leave the Communications Annexe window open and navigate around the patient record. It can
either be moved to another screen or it can be minimised and then retrieved by clicking next to the main SystmOne
icon on your windows toolbar. You can use the Communications Annexe in Full Screen Mode giving more space to

compose your message
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Updating Contact Details
The patient contact details are shown in the top pane of the Communications Annexe window

e [f any phone or email details are incorrect, you can update them by clicking the Record new telephone
numbers and email button

e This will open the Telephone Numbers & Email window, where you can capture the up-to-date details
e C(Click OK if you have made any changes

Telephone Numbers & Email X
Preferred contact method  SMS - Change Non-Preferred Communication Method
shis @ Consent (Patient consents to receiving all SHS messages) | Organisation default is setto
() Dissent (Patient dissents to receiving any SHS messages) | 25SUMe consent

Wobile 07958 752740 X
Verified =~
Preferred contact number

Home 01234 56789 X

Verified <
[ Preferred contact number

Work X
Unverified =~
[ Preferred contact number

Alternate X
Unverified <
[ Preferred contact number

Temporary X
Unverified =~
[[] Preferred contact number
Email phillipmartin@nhs.net
Verified <
Skype ID X

Email addresses are notvalid Skype IDs.
Click here to find out how to lacate your Skype 1D

Ccancel

Note - If the patient has their preferred communication method set to SMS or Email, the Annexe will default to
sending via the patient’s preference

e You can change the message to send via another method by selecting from the drop down arrow

Preferred contact method SMS

SHS consent Consent recorded

Wessage
[ Send e-mail v

To send the message to an email or mobile number, which is not recorded in the patient’s record (e.g. a family
member who is helping the patient — check appropriate consents)

e C(Click the Alternative SMS/Email Address button, and type in the mobile number/email address to be used
for this message

L

Note - This alternative number/email, will not be saved in the Patient Details or Telephone History.
It will appear in the Recipient column of the SMS Messages screen
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Creating and sending a message
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You can create a one off message or use a pre-set (the next section explains how to create pre-set messages)
Your message can contain free-text and merge fields that will pull information about the patient or the sender
e Type your message in the Enter Message text field

e Click the Insert Merge Field button

Patiert Initials

Patient Title

Patiert Forename
Patiert Surname

Patient Date of Birth
Patiert NHS Mumber
Staff Member Title

Staff Member Forename
Staff Member Surname
Organisation Name

Organisation Main Telephone

Organigation Appointments Telephone

[=]

e Add a code if required

i

to insert merge fields from the selection available

e You can also add a website link to your message e.g. a patient information leaflet url
e Check your message in the Preview pane before clicking the Send button. You cannot amend the message

once you have clicked OK.

e Note - if you are sending an email, there will be an additional Subject field to complete

For SMS messages, you are able to delete the message from the SMS Messages node in the Clinical/Admin Tree

before you save the record

For Email messages, you are able to mark in error from the Communications & Letters node (outgoing) before you

save the record

e Check your message in the Preview pane before clicking the Send button

Message
Send SWS

Al - ¢

Preset [Z % [uHS Health Check

Add code [-]lx NHS Health Check invitation SMS text message

Questionnaire [ X
[ Allow reply

Please call the surgery on i i to book an
Practice Nurse.

Yours sincerely

<organisation_name>

Preview
Dear Mr Martin

We would like to offer you an NHS Health Check.

Please call the surgery on to book an appointment with the Practice Nurse

with the

@

e C(Click the Save button on the Main Menu when you have finished working in the patient record

e A confirmation message will appear on the screen, click OK to clear the message

¥ abont X

o
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Configuring preset messages

Preset messages can be configured for the whole practice to use. They can be used to save time when
communicating to patients using the three methods (SMS, Email and Airmid)

Note - These are not the same as the Organisation/User SMS preset messages which you may already have created.
We encourage you to review these to see if you need to replicate any in the Communications Annexe

There is already a range of preset messages published to all NW London ICB practices. Before you create your own,
do check first to see if a suitable preset already exists.

The majority of these presets have been created by Dr Shanker Vijayadeva who would be delighted to receive your
feedback and work with you to evolve them.

So, if you have any amendments to suggest for any existing NW London ICB wide messages, or if you feel that any
messages you create, may be useful to publish across NW London ICB to benefit all practices, please contact us via
the NW London IT Service desk: Phone: 0203 350 4050 or Email: nhsnwl.servicedesk@nhs.net

Good examples of published Message Presets are Med3 and Blood test appointment

Message Preset Details Meszage Preset Details
Descriptio ood te ointme
Description MED3 Description  |Blood test appointment
) - Category Appointments
Category Admin s e
Sub category
Sub category
— - . Add code X ||Blood test requested i
Add code X |MED2 (2010) issued to patient 1
Questionnaire X
Questionnaire x
Allow reply
Allow rephy -
i Subject Blood test appointment
Subje MED3 -

LEE Blood Test: Dear <title= <forename= <surname=, Please
MED3: Dear <title= =forename= <surname=, Please book an appointment for a blood test using the link below
access your MED3 (Fit/Sick note) using the link below. or by contacting our reception team. Regards
Regards =stafl_member_title= <staff_member_forename= =<stafl_member_title= <staff_member_forename=
=staff_member_sumame= - <organisation_name= =staff_member_surname:= - <organisation_name>

Specific preset messages have been integrated into some of the NW London Data entry templates to help save you
time. Some examples of these are Pharmacy First Pharmacy Services and NWL Homeless Patients ES 2024/25.
(see screen shots on next page).

Again please let us know via the NW London IT Service desk, if you feel that any of the NW London data entry
templates should have a specific preset message launch to help workflow.

It is also possible to integrate specific preset messages to protocols. Dr Shanker Vijayadeva is developing these.

Your suggestions for any protocols where you think this would be beneficial, will also be welcome via the NW London
IT Service desk.

Page 6 of 17


mailto:nhsnwl.servicedesk@nhs.net

North West London

¥ Pharmacy First Pharmacy Services

Mrs Golden Phoenix-TestPatient 01 Jan 1965 (59 y) F
1Troy Road, Horsforth, Leeds LS18 5TN

Mobile (preferred): 07985 428195 Test Patient

Other Detais. Exsmdats&um. Fio4may2024 |+ |[1321 | &|X] .

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

Pharmacy Services  Minor lliness Referral Outcome  Guidance & Resources  Disclaimer

Contact Details

Wl Homeless - NWL ICB webpage b Homeless - Streetink

Borough specific Resources

8 Homeless Resources - Brent Communications Annexe: Foodbank - Brent

4@ Homeless Resources - Ealing Communications Annexe: Foodbank - Eaing
flt Homeless Resources - Hammersmith & Fulham = Communications Annexe: Foodbank - H & F
W Homeless Resources - Harmow Communications Annexe; Foodbank - Harrow
@ Homeless Resources - Hiligdon Communications Annexe: Foodbank - Hilngdon
it Homeless Resources - Hounslow = Communications Annexe: Foodbank - Hounsiow
Communications Annexe: Foodbank - K & C

4@ Homeless Resources - Kensington & Chelsea

lb Homeless Resources - Westminst = Communications Annexe: Foodbank - Westminster

— wormton ] et J] susvere J| ok [ concet | Srow ncony

SMS: consent Consentrecorded

Nessage

Send SWS a
Preset X | Homeles s - Streetiink

Addcote  [m] X Signposting to homeless support service

Questionnaire B X

[ aow repty
Streetiink - Connecting people sleeping rough to local senices:
htips ithestreetiink. org.uk!
Ifyou're struggling to submit an alert you can contact enquiries@thestreetink.org.uk for help.

Regards <organisation_name>

Preview

Streetiink - Connecting peaple sleping rough to local senicas:

hitps /Ahestreetiink. org. uk/

If you're struggling to submit an alert you can contact enquiries@thestreatlink org.uk for help.

Regards Wedical Centre

Send Cancel

Looking for Minor lliness' referral (previously Community Pharmacist Consuttation Sevice - CPCS)? ETW" D“‘:“‘n nemal R¥cufed A
Select ihe next page in this template! mal golaphoenix@hatmallcom
Wabile numper 07985428195
Pharmacy First: Signposting to communty pharmacy  [] | @7 Pharmacy First service O [pirmid Mo Airmid account v
Patients can self-refer or be referred for 7 Clinical Pathways (See ‘Guidance and Resources’ page) Preferred contact method | SHS =
SMS consent Consent recorded
1) Uncomplicated UTI 2) Sore throat 3) Sinusitis 4) Acute Ofitis Media 5) Shingles 6) Impetigo 7) Infected Insect Bites
For more information, visit: NHS England » Community Pharmacy advanced service specification: NHS Pharmacy First Service Message
Send SMS ~ | e
You can use Preset messages to signpost patients to find alocal pharmacy for the following senvices below:
Preset B X|Emergency Contraception from Pharmacy
Pharmacy Services: Signposting / Self-referral addcode  [H] X|Emergency contraception advice i
Clinical Pathways (Pharmacy First) % Cirical Pathways: General | | ) P UTls 1 cp: Sore Throat cPsnusts | || Questonnare [ X
[ Atow repy
) cp:Earache: cP.shinges =/ cPimpetigo % CP. nfected insect Bies Dear <tiie <torename= <sumanmes, =
Blood Pressure Checkat Pharmacy [ 4 Biood Pressure (BF) Check - Preset Message You can getthe emergency contraceptive pill rom most local pharmacies. Get more infarmation by
visiting:
Contraceptive Pil from Pharmacy  [] | ## % Contraceptve Pi from Pharmacy - Presst lessage hips DIt ly13SPI3G2
Emergency Contraception [0 # = Emergency Contraception - Presst Message If you encounter any issues, please contact us back.
New Medicine Senice & New Medicine Service - Preset Message. Regards <organisation_name>
Flu vaccination at Pharmacy; = Flu vaccination at Pharmacy - Preset Message
Pharmacy Senices (General): ) pharmacy Services (Genera) - Preset Message Preview
Dear Mrs Golden Phoenix-TestPatient, [ | ~
Emergency Prescription (Pharmacy First) = Emergency Prescription - Preset Message
You can getthe e mergency contraceptive pill from most local pharmacies. Get more information by visiting
— https /it 1y/3SPI3G2
Covid-19 Lateral Flow Test at Pharmacy: = Covid-19 Lateral Flow Test - Preset Message:
Ifyou encounter anyissues, please contactus back
You can also use NHS Service Finder to find pharmacies that offer particular senices and to find their contact details
Reoqards Medical Centre v
— wromaon | o || sisoens | o | gancer J| svow necmpete e send | | Goncel
¥ MWL Homeless Patients £5 2024/25 Mrs Golden Phoenix-TestPatient 01 Jan 1965 (59 y) F
1 Troy Road, Horsfortn, Leeds LS18 5TN
Other Details. Exaddals&hm. Frizamay2024 |~ |[1321 | & X . Mobile (preferred): 07985 428185 TestPatient
Changing the consultation date will affect all ather data entered. To avoid this, cancel and press th
Homeless Views ResoUtess Disclaimer Contact Details
Type Details Verified
Homeless Resources mail gold phosnik@hetmail com -
Mobile number 07985428195
NWL wide Resource Airmid No Airmid account v
Preferred contact methed | SIS =

@
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e To create a new preset message, navigate to Setup > Data Output > Message Preset Maintenance
The Message Preset Maintenance screen will display with a list of folders on the left hand side
e C(Click the New button

===

Search | Descroton Category Avatabity
IAbdominal 3o NW London ICB
NW London IC8
W London ICB
London IC8

Searchon ] Oescrptons [JCalegsres  Aportion Sevmtes

noude (] Unpubished g
Anbhistamines Adults OTC

Publahed Spacer & Peak Flow Mt NW London IC8
B oy Amanty “ NW London IC8
Certiicate before 24 weeks NW Landon IC8
4+ <B by Category h fonal Versgo (BPPY) NW London IC8
Agmn Ealing Mental Health NW Landon IC8
Apporments sy Related Death SUDEP Action  Mental Health NW London IC8
ancar c NW Landon IC8
Sy Bereavement Suntvors of Bereavement by Suicice NW Landon IC8
2 Best Use of Medicnes in Pregnancy (BUMPS) w
et Bl00d Pressure (BP) Checks at Pharmacy

NW London ICB
eening NV London IC8
onder Cancer/ Screening N London IC8
xtng programme  Cancer / Screening NV London I
sramme NV London ICB
NW London IC8
N London IC8
s NW London ICB
NV London IC8
arers NV London I8
Information / Carers NV Landon ICB
information / Carers N
Cancer/ Screening
Cancer/ Screening
Cancer/ Scxeening
Ealing
Miscellaneous

esponder
ort - Central London / Westminister
port - Eaing

port - Hammersmith & Fulham

port - Hilingdon

Phamacy
Phamacy NW Landon (C8
Phamacy N London (CB
Pharmacy NW London I8
Clinical Pathways (Pharmacy Pharmacy NW London IC8
(Clinical Pathways (Pharmacy First): Sore Throat Pharmacy NW London IC8

e The New Message Preset window will appear, complete the fields as required

Mew Message Preset x

Description ~ NHS Health Check

Category  Health Checks v New
Sub category T New
Addcode  [M] X NHS Health Check invitation SMS text message i
Questionnaire [ 3

[ Allow reply
Subject Invitation to NHS Health Check @
Dear <title> <sumame> @

We would like to offer you an NHS Health Check.

Please call the surgery on isation_ t to book an appoi with the
Practice Nurse

Yours sincerely

<organisation_name:>

e Type in a Description for your message preset

e Select a Category / Sub category from the drop-down options or click on New to create a new one. This will
make it easier to maintain and find as you build a collection of presets

[=]

o Click on the button if you wish to Add a Code to the record when the message is sent

e C(Click on the Questionnaire button if you wish to send a questionnaire to the patient with the message
(please refer to separate section on questionnaires)

e Type in a Subject

e Type your message using the Insert Merge Field button as described previously

e Click OK

Note - You will need to publish the new message preset before it will be available for use in your practice
(organisation)

Page 8 of 17



Publishing preset messages

NHS

North West London

e Navigate to the Unpublished folder on the left hand pane of the Message Preset Maintenance screen

e Right click on the message and select Publish

e Click Yes to the question

, once you have checked the message

Question

complete and clinically safe

@ Publishing this Message Preset will make it available for clinical use.
You must only publish a Message Preset once you are sure it is accurate,

Are you sure you want to publish this Message Preset?

L I

*

e Select Publish locally (only users at your practice will be able to use)

(®) Publish Iocally
() Patient App Users

Publish system-wide

Publish Locally

Only users at CWHHE
Training will be able to see
or use this Message Preset.

e Click OK

e Click Yes to the question
Are you sure you want to publish this Message Presetto your
organisation?

Yes No
Question X

Are you sure you want to publish this Message Preset to Patient App
Users?

The message can be used for all three methods of communication. Right click also gives the options to amend, delete

or copy existing messages

Using preset messages

Preset En"

e Click the Preset button

in the Communications Annexe window. You can see and select

available preset messages, listed by category. Alternatively,

e Type in the Search field for the preset you want to use and you will see a list of available options

e Select the preset message you wish to send and click OK

Page 9 of 17



NHS

North West London

Future dating and recurring messages
If you do not wish to send the message immediately when you save the patient record, you can choose to delay
sending until a future date/time.

Note — NW London ICB recommend that our practices use the Scheduled Messages function with caution as the
delayed message is NOT currently visible in the patient record. This has been flagged to TPP who are working on
system development to address this.

You will need to configure the organisation preference to enable scheduled messages

We recommend to use the Gateway as SystmOne needs to be running on the nominated PC at the time/date that
the message has been scheduled to send

e loginto the Gateway PC

e Navigate to the Main Menu > Setup > Users & Policy > Organisation Preferences

o Select Messaging > Scheduled Messages > Configuration

e Check the box to Enable scheduled messages

e Click the This PC button to nominate the client PC for sending scheduled

e Click OK

With this feature enabled, you will see this field at the bottom of the Communications Annexe window. The options
can be used for all three communication methods

e Select the date and time by ticking the Delay sending until check box

e If you wish to send a recurring message, tick the Repeating every check box and select as required

You can automatically generate a task to prompt a review after sending a future-dated or recurring message
e Tick the Send me a task after check box and select the number of days

finighing on 03 Jun 2024 ﬂ

This message wil be sent 3 times.

e Click on the i button to show how may times the message will be sent
e Click the Send button

4 Delay sending until 20 May2024 ¥ 16:00

[ Repeating every 1 % Weeks ~ for 2 > Weeks ~ fiishingon 03.Jun 2024 i

Send me a taskafter (14 % | days to prompt a review

All pending ending messages can be seen on the Communications Annexe Scheduled Messages screen
o Navigate to Reporting > Miscellaneous Reports > Communications Annexe Pending Messages

Date Crested v Cresteaby | Patient '
13M3y2024 1705 Sharon Twydell  Mr Qzzie Martin

Seredue Schequs Start Scheauk Ens Wt Due LastSe et Acton
Repealevery 1 Waeks 20 Way 20241600 D3.Jun 2024 20 May 2024 16,00 SendMessage

heck
prointments:_felephone> 1o baok an

13872024 17:26 Sharon Twydell M3 Anna Ander: 17 May 2024 17:00 17 May 2024 17 May 2024 17:00 Send Message
local pharmacy? Dan t put tin

¥ pour
yeiing. Take itto your lacal pharmacy for recyciing.

household w;

e Right click to amend, replace, update the next due date/time or to delete the message, and also to retrieve

the patient record from this screen
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Digital Comms Audit
We encourage our practices to add this node to the Clinical/Admin Tree and suggest that it is added next to the SMS
Messages node. This displays all SMS messages, emails and patient reply tasks, so you can easily see communications

with the patient. You can click the Communications Annexe button from here to create a new message
Clinical | Administrative %ﬂtal(:omms Audit

S Type | ~ | Date On - ~ There are 2 mess|
— Patient Detals ———————— e ——
Type Date Sent Ay v
(D Patient Detais SMS MessaiSMS Message 15 Mar 2024 11:17
[ Hosptal Numbers. SMS MessaE-mail 04 Apr 2024 08:49
SMS MessaFatient Reply 21Feb 2024 10:26
S
i GR Regitration Detais SHS lessaOnline Questionnaire 14Feb 2024 09:31
B Record Sharing E-mail SystmConnect Request 26 Jun 2024 14:15  Ms Sharon Twydell

Unmatched Communication

ase Groups & Relationships (3) E-mail App Nofification 21 Jun 2024 11:33  Ms Sharon Twydell
p— ) E-mail 21 Jun 2024 11:33  Ms Sharon Twydell
1! Address History (1) E-mail Unsaved Scheduled Message 21Jun202411:14 Ms Sharon Twydell
— Medication ——————————— || E-malil 19 Jun 2024 13:08 Ms Sharon Twydell
~ 40 Appointments, Visits & Tasks || M3l 13 Mar 2024 09:15  Ms Sharon Twydell
E-mail 18 Dec 2023 17:18 Ms Sharon Twydell

SMS Messages (21) SMS 21Jun 2024 11:45 Sharon Twydell

I Digital Comms Audt (28} I

There is also a Show Audit button next to the Preferred contact method in the Communications Annexe window,
which launches this screen

Preferred contact method Email ﬂ“

SMS consent Consent recorded

Patient Replies

You can choose whether the patient can reply to a message sent using the Communications Annexe. The reply
feature allows the patient to provide a written response and attach an image (e.g. a picture of a rash or a picture of a
document). The reply comes into the task inbox and attachments can be added to the patient’s record

Choosing to let a patient reply to a message
When creating a message using the Communications Annexe, there is a tick box which gives you the option to let the
patient to reply

e Tick the Allow Reply. This will add a link to the message that the patient will be able to click on and provide
more information
e Specify who the task should be directed to, Unassigned, specific Staff member, or Team

Message

Send SMS - &
Preset B X

Addcode R X i

Questionnaire 5 X

Alow reply
Recipient  To (® Unassigned O staft O Team le

s

Preview

Use this link to reply: hitps isystmanline2 tpp-uk com/2/PatientUriLogin 2 d=)o00000_XX__1

Note - Currently only SMS and Email messages allow the patients to reply. TPP are working on making this available
for Airmid notifications
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When configuring a message preset, you can select Allow Reply, by default. This saves time when applying the
template

Patient replies

When the patient receives the message, they can reply by clicking Use this link to reply. The link will take them to a
dedicated website where they can provide their response

The patient will need to confirm their date of birth to proceed. They will then be taken to a page displaying the
original message content which makes it clear what action they need to take. There is a reply box, where the patient
can provide more information if applicable. Additionally, the patient can attach a file by clicking on the Choose File
button

Note - This is currently restricted to one file, TPP are planning to increase this

Receiving replies into the task inbox
The patient’s reply will arrive in the task inbox with a task type of ‘Patient Reply’. It will be assigned to the option
chosen when you sent the message

Updated By For ¥ Patient Task Status.
|22 Mar 2024 Mr Kingston Another Test Transfer-TestPatient Patient Reply Not Started

e Right click on the task to view the attachment
e Right click to action the task, you will be asked if you want to add the attachment to the patient record
e Select Yes/No as appropriate

File Attachment x

lz‘ Do you wantto add the attachment to the patient record?

Yes Ha Cancel

e The task status will update to Completed — Reply Viewed

Fri 22 Mar 11:00 - Sent automatically by SystmOne

Mr Kingston Another Test Transfer-TestPatient has replied to a message.
Patient's reply:

Test

Fri 22 Mar 11:04 - Mrs Sharon Twydell - Tilley

Reply Viewed
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Traditionally, MED3 statements are created in SystmOne, printed, signed and the patient receives the paper copy.
Using the Communications Annexe, MED3 forms can be digitally signed and sent electronically to the patient

Digitally signing a MED3 statement

When completing a MED3 statement, there is a tick box allowing you to Send to patient electronically

lecord MED3 Statemes

e Press the OK & Print/Send Electronically button, this will launch the Communications Annexe
e Add your message (either a one off or the NW London ICB preset)

Message
Send SMS

Preset E X

Link to: Statement of fitness for work

|:| Allow patient to reply

-

o,
L]

o

The message will be delivered to the patient along with a URL to download their MED3 statement. The patient
will need their Date of Birth and a unique access code which will be sent as part of the message to securely

access their Med3 certificate.

The signed MED3 form is saved to the record. Right click on the statement to view, print a duplicate or resend to

the patient electronically.

Sending Communications and Letters & Record Attachments

You can send documents from Communications and Letters & Record Attachments in the patient record, directly to

the patient via the Communications Annexe

e Find the document that you wish to send, right click and select to Send via Communications Annexe
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This will send a link to the patient along with an access code which they will need (along with their date of birth) in
order to be able to access the document

Linking Questionnaires

You can send questionnaires to patients via the Communications Annexe, either to an individual patient or for a list
of patients in bulk

Please note, this guide does notinclude how to create and amend questionnaires. We will be providing a separate
user guide and a new Training course later this year

Considerations/Limitations
There are some questionnaire components that cannot be used when sending questionnaires to patients via the
Communication Annexe, these include:

» Tables

> Images

> Multiple choice — drop down
» Preset Answers

Sending a Questionnaire

. . . Questionnaire |; ) o .
e Click the Questionnaire button in the Communications Annexe window

You can see and select available Questionnaires, listed by category

Alternatively
e Type in the Search field for the questionnaire you want to use and you will see a list of available options

Message
Send sMS ~| &

Preset X
Add code W]/ XC i
Iﬂuestmnﬂﬂ\fe X ¥ Select Questionnaire x

] allo

copd Search || Clear

4 G, search results for ‘copd -

& |at Risk 0f COPD

« COPD Questionnaire

coviD1e
COVID19 Vaccination

Preview um; Outcomes v

Ok Lancel

e Select the questionnaire and click OK
e Type any supporting text in the message, this may include instructions to the patient

The message preview will show the link that will be sent to the patient

Preview

i
2

e C(Click Send when you have completed the message

Note - You can also add a Questionnaire to preset messages, making it quick and easy to select when using the
Communications Annexe
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Completing a Questionnaire
The patient will receive a link to a website. To see the questionnaire, they will need to provide their date of birth

The patient completes and submits the questionnaire. This will send a task type Online Questionnaire Completed
back to SystmOne

e Action the task to see the Questionnaire responses from the patient
The Code column shows suggested codes, based on the patient’s answers. You can select the codes you want to
keep and record in the patient record

Note - codes linked to specific Questionnaire answers, are configured as part of the Questionnaire design

Hlergles - Palient Questio

e C(Click Add Checked To Record

Using the Communications Annexe for a list of patients

In addition to using the Communications Annexe for an individual patient, you can also send messages to multiple
patients in one action, for example, a list of patients identified in a clinical report or a list of patients on an
appointment

e Highlight and right click on the selected patients from the list
e C(Click Actions > Use Communications Annexe

Actions > = Use Communications Annexe

e You can also click on the Use Commnications Annexe Icon on the action toolbar above the list

Showi resulfs) (38 patient(s)): All patients Over 16 yio with a Diabetes. Type 2 Code (Recalis)
Detay ort output

e The Communications Annexe window will open
e Tick Use preferred contact method
e Use the available options in the same way as described for an individual patient

Note - There is no clear option to stagger the date that the message is sent. The only suggestion we have for this is to
delay sending in batches by highlighting a selection of patients from the list, for example 50/500 and send on
separate days, or schedule them to send on different days (with advisory caution for this feature)
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Additional features of the list action

The functions available when using the list action are similar to when using for an individual patient. Please note the
following differences:
» There is no demographics box with individual patient details, as this action is for multiple patients
> You can decide whether you want to send all patients in the list an SMS, Email or Airmid notification.
Alternatively, you may want to tick the option Use preferred contact method if set, otherwise use the
method below
» Click the Preview button to see the list of patients and the number of characters that will be sent per
message. This is particularly useful when sending SMS so that you can try and keep within a single SMS
message. Please see page 15 regarding longer SMS messages

Preview
Dear <title> <surname> Preview

We would like to offer you an NHS Health Check
Please callthe surgery on to book an appointment with the Practice Nurse

Yours sincerely

CWHHE Training

SMS Information X
NHS Number | Forename Surname SMS Length
4133432134 Ozie Martin 175

Anna Anderson 177
Gordon Brown 174
Alan Brown 174
Alma Brown 176
Brenda Brown 176
Maximum: 177
Total: 1052
=

Coming soon - NHS App interoperability

A new option will be added to the Communications Annexe to send NHS App messages. This will work via NHS
Notify, please click the link for more information: NHS Notify - NHS England Digital

This change will be piloted by a number of sites initially before being rolled out to all GP Practices. TPP will post a
further message once this functionality has been enabled.

SMS messages sent via the Communications Annexe use the Practice’s allocated SMS budget. When NHS App
messaging arrives, this could assist practices with the cost

Note — TPP has advised its customers that longer text messages can be used in the Communications Annexe.
However NW London ICB has not made the changes to activate this feature, so our practices will not be able to
amend their organisation settings. The concern is that longer messages may potentially cause frustration and risk to
patients because longer messages may be truncated (split) and also this would create additional cost to the
practice.
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TPP is also developing a feature allowing longer messages to be sent to patients via a URL link, showing the full
message. This has been delayed, due to the URL message not being visible in the patient record.

Disclaimer:
To the best of our knowledge and using the available information, this guidance is correct at the time of publishing.

Please do not hesitate to contact us if you have any queries via the IT Service Desk: Phone: 0203 350 4050 or Email:
nhsnwl.servicedesk@nhs.net
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