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Introduction

This user guide is aimed at providing staff with the process to use the SystmOne Registration Wizard to
search both the SystmOne database and the Spine to register a new patient at their practice, and how
use the Patient Details to amend a patient’s personal information. We have included links to PCSE
guidance for your reference.

Staff will still require specific role-based training and this is highly recommended.

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

1. PCSE Useful Links

Patient Registration Overview
Patient Reqistrations | PCSE

A Guide to Patient Registrations
Patient-reqistrations-full-quide.pdf

How is Patient Registration Information Updated?
How-is-patient-registration-infromation-updated.pdf

Overview of the Registration Process
Overview-of-registrations-process.pdf

Tips for smooth registrations
9-tips-for-smooth-patient-registrations.pdf

Mistakes to look out for and avoid
Please refer to page 3 on the PCSE Guide to Patient Registrations

High Security Settings
Please refer to page 4 on the PCSE Guide to Patient Registrations

Common reasons for registration rejection
Please refer to page 8 on the PCSE Guide to Patient Registrations

2. Online Registrations - Register with a GP surgery

Benefits and features
Benefits and features | NHS Digital

Guidance for Practices
Sign up to start using Regqister with a GP surgery | NHS Digital

Guidance for patients
How to register with a GP surgery | NHS Digital
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https://pcse.england.nhs.uk/services/patient-registrations
https://pcse.england.nhs.uk/sites/default/files/2023-08/pcse-patient-registrations-full-guide-v20-july-2021.pdf
https://pcse.england.nhs.uk/sites/default/files/2023-08/3-how-is-patient-registration-infromation-updated.pdf
https://pcse.england.nhs.uk/sites/default/files/2023-08/4-5-overview-of-registrations-process.pdf
https://pcse.england.nhs.uk/sites/default/files/2023-08/9-tips-for-smooth-patient-registrations.pdf
https://digital.nhs.uk/services/register-with-a-gp-surgery-service/benefits-and-features
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3. Registering New Patients on SystmOne

Users must be logged in with their smartcard to register a new patient, as the Patient Registration Wizard
searches both the SystmOne and the Spine databases at the same time, removing the need to match a
patient to Spine.

Note: If the Spine is disabled, you can still register the patient on SystmOne. When the patient record is
next retrieved with Spine enabled, the user will be prompted to match the patient to their Spine record.

Registering with an NHS Number
The patient’'s NHS number is their unique identifier and should always be used if you have it

e Select Patient > Patient Maintenance > Patient Registration Wizard from the Main Menu

| Appointments  Reporting Audit Setup Links Clinical Tools Workflow User Swstem Help
ﬂ Patient Record Cirl+Shift+W =i [
Ly i F|
Patient Consultation Ctrl+WW
Repeat Prescribi 5
8 Hepeat Prescriing F EWEery B E D
#  Vaccinations
I!E Patient Maintenance I ¥ : Patient Registration Wizard | CtrD
Print > i

The Register New Patient screen is displayed

Step 1 - Patient Details

NHS number 9990546359 House name
First name Road
Sumame Locality
Gender O male O Female O indeterminate () Unspecified/Unknown Town

Date of birth  On - - County

Postcode Find Map

Search

Enter the NHS number of the patient you are registering in order to search both the SystmOne and
the Spine databases for their record. Please check carefully, that you have entered the NHS
number exactly

Click Search. The search will be performed for both the patient's SystmOne and the Spine record

Note: If you do not have the patient's NHS number the minimum information you can enter is:
e Surname and
e Gender and

Date of Birth (exact or between specified dates)

If matches are returned in the search, see Matches Found
If no search results are returned, see No Matches Found
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If you used quite general search criteria, it is possible that too many matches will be found on the Spine.
If this is the case, a message will be displayed. Click OK, narrow your search and try again.

If a small number of matches are found, a message is displayed saying that you can refine the search
further or view the full list of the matches.

If the patient is not listed, do one of the following:

¢ Click Reset at the top of the screen and search again, or

o Click Patient Is Not In This List to create a new patient record

If the patient is listed:

e Click on the corresponding v to the right of the screen. A message is displayed, asking you to
confirm that the selected entry is the correct one

o Click OK. A message is displayed, explaining that this will create a new record on SystmOne using
the values from the record held on the Spine and asking you to confirm that you want to proceed

¢ Click Yes. The Register New Patient — New Patient screen is displayed. Note: If you click No, a
SystmOne patient record will be created that is not matched to a Spine record

e Beginning at the top, click the buttons down the left hand side of the screen to enter each
Registration Item

0Ok Cancel

Registration ltem
Patient Details
Patient Care
Patient Care {I0S)
Add Mew Address
Relationship(s)
Mother's Details.

Referral In

Sharing Consent
SM3 Consent

ldentity Verification

Patient Identification
MHS Number

Old Mumber
Personal Details
Mame

Date of Birth

Gender

Address

Marital Status

Ethnic Qrigin
Occupation

Place of Birth
Language

English Speaker
Email

Preferred Contact Method
Registration Details
Disnnsal | ocation

e Click OK when you have completed each item

concel

GP Details
Registered GP
Usual GP
Home GP

Health Authority

Previous Details
Previous HA Q X
Previous GP

Previous GP code

Dispensing
[ pispensing patient

Patient's pharmacy Mone

Registration Type
GMS status s O Applied

[J child Health Surveilance

[ contraception

[ Maternity

[ Winor surgery

1r Simon Benge

QX Unknown HA

O Incompiete

CWHHE Training Pooled List A

Transfer Record Out

~  ViewDetals  View Changes

® None

] Temporary Resident < 16 days

] Temporary Resident 16 days to 3 months.
[ Temporary Resident telephons consulistion
[J immediately Necessary Treatment

[J Emergency

[ private
[ other
[ wak n

Re-submit TR Claim
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¢ When you have completed each of the sections as required, click OK

LCancel

Registration Item Patient Identification
NHS Mumber

Old Number

Patient Care Personal Details

e The patient record is displayed
e Click the Save button on the Main Menu when you have finished working in the patient record

Patient Details.

Save

Note 1: If when registering the patient, the record is not initially found on SystmOne but is then located on
the Spine, the system will check the SystmOne database again, using the details found on the Spine. If a
patient record is subsequently found on SystmOne you will be prompted to register that patient, rather than
create a new record

Note 2: When a patient is registered at a new GP practice and is granted full GMS status, the registered
GP practice recorded for the patient is updated on the Spine and Spine functionality is enabled immediately
Note 3: Only users with Role-Based Access Control (RBAC) access right B1611 can register patients that
have been marked as 'sensitive’ on the Spine

No Matches Found

If no existing patients on either SystmOne or Spine match the criteria you have entered, do one of the
following:

Mo matching patients found *
@ Your search didn't find any existing SystmOne patient records.

Would you like to register this patient as a new patient on SystmOne or try
searching with different criteria?

Search Again

e Click Search again or
¢ Click Register new patient to create a hew record

Note: The ability to create a new record on the Spine must be granted to individual organisations by TPP.
You will only be allowed to create a new Spine record for patients over three months’ old

To register a new patient after no matches were found on SystmOne or the Spine, complete as above:
o Click the buttons down the left hand side of the screen to enter each Registration ltem
e Click OK when you have completed each item
o When you have completed each of the sections as required, click OK
e The patient record is displayed
e Click the Save button on the Main Menu when you have finished working in the patient record

Save

SYSTMONE REGISTRATION & DEMOGRAPHIC DETAILS | User Guide Page 5



NHS

North West London

Registering without an NHS Number

If you do not have the patient's NHS number, the minimum information you can enter is:
e Surname
e Gender
o Date of birth (exact or between specified dates)

Note: A birth registration is only generated when you select 'Patient is a baby and has a GMS1 form and
an NHS Number' from the list of acceptance types on the Patient Care (I0S) screen

Acceptance Type Wizard x

O Patient has a valid Medical Card (GI'S1)

O Patient has a vald Ex-Services Form (FF13)

(® Patient s a baby and has a GHS1 form and an NHS Number
O Patient s a baby and has a GHS1 form but ne NHS number
O Patient baby but has no GMS1 form

O Patient previously registered under the NHS

Q) Patient was NOT previous! ly NHS registered
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4. Registration Details - Patient Care (I0S)

e Select Patient > Patient Maintenance > Patient Care (I0S) from the Main Menu
5ppmn|ments Reporting Audit Setup Links Clinical Tools Workflow User S
ﬂ Patient Record Ciri+Shift=W ﬁ H E} El

Patient Consultation Cri+W Discard Save Mext New M
IE Repeat Prescribing . | g EI' k‘.: BP W ﬂ D

#  Vaccinations

@ Patient Maintenance > : Patient Registration Wizard
>

Brint ,. Patient Details...

4 Find Co-habitants CtrisF10
8 Fno co-pavtans ] Patient Care...

Res CirleFa
& Resume r Patient Care (105}

This screen allows you to enter or amend details under the following headings:

o GP Details — you can amend the Registered or Usual GP.
e Previous Details — previous GP information can be entered here.
e Dispensing
o Registration Type — this will show the GMS status for the patient
e Rural Details
e Others

:qeum:nipmnnrw Q) X Unknown HA Tmns'emecwdm" ;’:tfwns '

— QX : —— .

[ bispensing patient

Patients pharmacy None ~  ViewDetals View Changes

Registration Type

GMS status

] Chid Heath Surv Resident < 16 days Priate
[ Contracepton ent 16 days to 3 montns. O otrer
) oternty ] Temporary Resident telephone consutation

[ immediately Necessary Treatment
[ emergeney Re-submit TR Clsim

(- I

[ Minor surgery

5. Maintaining Patient Demographics

To change a patient’'s name:

e Select Patient > Patient Maintenance > Patient Details from the Main Menu

"Pat_ientl Appointments  Reporting Audit Setup Links Clinical Tools  Waorkfig)

ﬂ Patient Record Ctri+Shift+\W W | I E

Patient Consultation Ciri+W Discard Save Next

it Repeat Prescribing : ‘ g H e BP
f Vaccinations

@ Patient Maintenance > .. ; Patient Registration Wizard
i »
rint & Patient Details...

E_: Find Co-habitants... Ctri+F10

Patient Care...

e Over-type the previous surname with the new one. Press the tab key or click in another field, the
previous surname will be displayed in the Former Surname field and. If the patient already has a
former surname recorded, you will be asked to choose which former surname is displayed

e Click OK
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To add a new address/telephone

e Select Patient — Patient Maintenance — Record New Address from the Main Menu
The Address Type Selection dialog is displayed

Address Type Selection *

Select the type of address to add
Home
Home (Mo fixed abode)
Temporary

Correspondence Only

Cancel

e Select the type of address you want to add
o Record the patient’s address

If you have a postcode:
¢ Type in the house number and postcode and click Find. The remaining address fields will be
completed automatically

New Home Address x
New Address Detalls Previous Addresses | Address Presets
House name —
Address History
Road 17a Manylebane Road
48 Re_use Selected Address. Only show addresses recorded at this organisation
Locality
N From v To Type Address
Town London 15 Feb 2024 Home 15 Marylebone Road
Courty London NW1 50D
Postcode NW15LT Find Add Map.
3 NHS North West Lonaon 1co - W2u3z (W2U32

Comments

If you have the first half of the postcode:
e Type in the partial details and click Find. SystmOne will prompt you to enter the road name and will
offer a list of possibilities

New Address Details

Previous Addresses | Address Presets
House name R r—a—

Address History
Road

48 Re-use Sekected Address Only show addresses recorded at this organisation

Localty

From » To Type Address
Town 15Feb 2024 Home 15 Marylebone Road
County London NW15JD
Postcode NW1 Find Add Wap
cee
Comments. Enter the Road Name X

Road Name (| )

=) Record EDI Amendmen

(® This is a new address m Cancel

Y =
Select an Address X
|E' text to seal | Search Clear
Road v Locality Town County Postcode
Marylebone Road Londaon NW1 4AQ
Marylebone Road Londaon NW1 4DF
Marylebone Road Londaon NW1 4DU
Marylebone Road London MNW15AR
Marylebone Road London NW1 5BX
Marylebone Road London MNW1 5HA
Marylebone Road London MNW1 SHE
Marylebone Road London MNW1 SHF
Marylebone Road London NW1 SHG
Marviebone Road London NW1 5HI
50 Rows,

e Select the correct address and click OK
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know how to spell part of the address:

Click Find, then click Yes to confirm you do not have the postcode

Next, type in the details you have and click Suggest to view a list of possibilities.

Tip: Provide basic details first, for example the first part of the road name and the town ("Mary" and
"London"); if too many suggestions are offered, you can then search the results or add more details.

Question X

@ Are you sure you dont have a postcode?

- I

Enter New Address X

UK Address | International Address

House Name

Road Mary

Locality

Town London

County =
Postcode

Suggest

m Cancel

If you cannot find the correct address:

Click Add to enter it manually (you must have clicked Find first to activate the Add button)

New Address Details

UK Address | International Address

= Record EDI Amendment Notes

@ Thsisanewaddress O T

% Use this adcress inthe patent sea Town

% Use this address for corresponden| County h
Postcode

Residentialcode  NIA
Suggest

Home telephone

Mobil

Emad

Previous Addresses | Address Presets

House name _—

Adaress History
Road

48 Re-use Selected Address Only show addresses recorded at tis organisation

Localty

fomv  |To Typs Address
Town 15 Feb 2024 Home 15 Marylebone Road
County London NW1 5JD
Posteode Fna | aga || wep
cce

Enter New Address X

Comments

Type any Comments, if applicable
Select This is a new address

Specify how you want the details you have entered to be used by SystmOne:

New Home Address

New Address Details Previous Addresses | Address Pressts
House name e —

Address History
Road 17a Manjebone Road

this address in the patient search

Use this adress for correspondence

Home telephone. O Preferrs
Mobile: O Preferres

number | [ Telephone History

Email 48 Reuse Selected Telephone Number
Preferred method  Unknown ~ |freme T% 0D Nomber
Change Non-Preferred Communication Method

ied at ths organisation

ad

48 Reuse Selected Address Only show addresses record

Locaity
— Fomv [T Type Address

Town London 15 Feb 2024 Home 15 Marylebone Ro
County London NW1 51D
Postcode NW15LT Find
cc6 NHS North West London Ict -
Comments.

x
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» Select Use this address in the patient search, if you want the address you have entered to
appear in the Quick Patient Search/Patient Locator
» Deselect Use this address for correspondence if appropriate

Y

Select a Residential code from the drop-down list, if applicable

» Add any telephone numbers you want to record and select Preferred number to specify which
telephone number you want to appear in the Quick Patient Search/Patient Locator and to
appear first in the Patient Demographics Box

» Type in the patient's Email address, if known

» Select the patient's preferred method of communication from the Preferred method drop-down
list or select 'No Communication' if the patient does not want to receive any kind of message

Click OK when you have completed all required details

To change a patient’s date of birth:

To record details of a patient’s next of kin:

Select Patient — Patient Maintenance — Patient Details from the Main Menu.

Amend the date of birth as required.

Click OK to save the changes.

Retrieve the patient record
Click the Administrative tree tab
Select the Groups & Relationships node

Clinical | Administrative
— Patient Details
CE Patient Details

* | Hospital Numbers

2 GP Registration Details

B Record Sharing

Right click on the Groups & Relationships node and select Record Relationship

" Record Relationship

Select Relationship Type from the lists displayed, using the Filter columns as required and click

OK

Select Relationship Type

Search  Clear
Primary Filter Secondary Filter
Favourites All
Al Children
Family Cammunity
Medical Education
Unclassified Extended Family
Female
Friends
Grand Relations
Immediate Family
In-laws
Male
Matemnity
Nursing
Palliative Care
Parents
Partners
Practice-based
Siblings
Social
Specialist
Step
Unclassified

Relationship Types
Adopted Child
Adopted Father
Adopted Mother
Advisor (Day)
Advisor (Night}
Aftercare Waorker
Audiologist
Aunt
Boyfriend
BRIC Worker

[Brother

Brother-in-law
CAB Adviser

CAF Lead Professional

Care Co-ordinator

Care Lead

Care Provider

Carer

Case Manager

CBT Therapist

Chaplain

Child

Child Protection/CIN Supervisor
Chiropodist

Civil Partner

Clinical Coordinator

E Lancel
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e Select from the Record a relationship with option and click OK

MNew Relationship

Record a relationship with (:} a SystmOne user or organisation
() a patient elsewhere (NHS number required)
'@} a patient cared for at this organization
() someone else (record a textual relationship)

':_) a person from the address book

m Caneel

In the example shown, the NOK is a patient registered at the same practice
e Search for this patient

Mew Relationship

ame search || | search

] Include deducted patients [ Include males Include females

a Gancel

e Select Next of Kin and complete the remaining fields as required, then click OK

New Relationship X
Relationship

Type Daughter ~ (@ Personal Relationship () Guardian (O Proxy  Contact order =

Comments

Next of kin ] cares for this patient ] Principal carer for this patient

] Power of Attorney assigned by this patient ] Key holder ] Has parental responsibiity (Chidren Act 1989)
[ Financial representative [ Nearest relative [ main visitor

[ Advocate

Reciprocal Relatienship

[ create reciprocal relationship in other patient record | Save as Default

Person Details

Name  Tile First name Middle names Sumame
Ms ~  Amna Anderson
Former sumame Known as

Sex O Male @ Female NHS number

Language Using Makaton signl.. @9 ¥ [ interpreter required  Date of bith 01 Feb 1934 +

Contact

Organisation Contact method -
House Name Contact times

Road 4 Foyle Drive Communication format -
Locality Email address.

Town South Ockendon Telephone 020 8315 4842

County Essex Work telephone

Postcode  RM15 5HH Fnd Jap  Mobie teiepnone 07542 547441

Fax number
Same Address as Patient

[7] Call centre cal-back consent [ Copy correspondence

m Ok & Another Cancel

Details of Relationships are displayed in the lower pane of the Groups & Relationships view

Clinical | Administrative Groups & Relationships
—_— o "
— Patient Detals ———————— | =% " & X
Patient Groups / Families
@ patentootate [ show et roups  amies
~ [ Hosptal Numbers Joined v | Type Hame
% GP Registration Detais
Ba. Record Sharing Relationships
eas Groups & Relationships. (1) A1) Family (1) Wedical Other [ show ended relationships [ Show chid heatn relationships
15} Address History (1) Recorded v | Addtional Information| Type Detais
05 Feb 2024 Next OfKin Daughter Ms Anna Anderson
— Medication 4 Foyle Drive, South Ockendon RM15 SHH
Telephone: 02083154842
~ L Appointments, Visits & Task:
promiments, Visis & fasks Mobile Telephone: 07542547441
B sus Messages Date of Birth: 01 Feb 1934
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To edit an existing relationship:

¢ Right click on the relationship

Relationships

AIL(1) Family (1} Medical Other [[] show ended relationships [ Show child health relationships

Recorded v | Additional Information| Type Details

05 Feb 2024 Next OfKin Daughter Ms Anna Anderson

4 Foyle Drive, South Ockendon RM15 5HH
Telephone: 02083154842

Mobile Telephone: 07542547441

" Record Relationship
Date of Birth: 01 Feb 1934

@ Retrigve this Record

& Amend Relationship

Create Reciprocal Relationship
2 End this Relationship

View Amendments

ﬂ Show Journal Entry...

= Problems »

i warkin Error

e Select Amend Relationship
¢ Amend the relationship fields as required and click OK

Always remember to click the Save button on the Main Menu when you have finished working in the
patient record, to save the changes you have made

Save

¢ Note: All baby and child registrations should be linked to the person with parental responsibility;
parent/carer/guardian etc. if that person is also registered at your practice, by recording their details
as above
Administrative tree tab

o Select the Groups & Relationships node
Record Relationship

The child should also be added in Record Relationship of the person with parental responsibility
for them
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6. Adopted patients

Current adoption legislation requires that all adopted patients are given a new NHS number, and that all
previous medical information relating to the patient is put into a newly created medical record. Any
information relating to the identity or whereabouts of the birth parents should not be included in the new
record.

Please refer to the Primary Care Support England - PCSE links here:

Adoptions and Gender Reassignment | PCSE

Adoption and gender reassignment processes | PCSE

Adoption Medical Records - Practice Guide | PCSE

7. Transgender patients

Patients may request to change gender on their medical record at any time and do not need to have had
any form of gender reassignment treatment in order to do so.

When a patient changes gender, the current process on NHS systems requires that they are given a new
NHS number and must be registered as a new patient at your practice. All previous medical information
relating to the patient needs to be transferred into a newly created medical record. The patient’s previous
name and any gender specific terms and previous NHS number should be removed.

When the patient informs the practice that they wish to register their new gender on the clinical system, the
practice must inform the patient that this will involve a new NHS number being issued for them. Please
confirm this has been discussed with the patient when notifying PCSE. The new registration within five
working days to avoid interruption to the patient’s care.

Please refer to the Primary Care Support England - PCSE links here:

Adoptions and Gender Reassignment | PCSE

Adoption and gender reassignment processes | PCSE

Gender Reassignment - Practice Guide | PCSE

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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https://pcse.england.nhs.uk/contact-us/patient-registrations-enquiry-categories/adoptions-and-gender-reassignment
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