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Registrations How to Guide

From March you do not need ID for Registrations. You only need ID for Online Services and
amending name/DOB etc after the patient has been registered. It is illegal to scan/photocopy ID

Before you start any registrations make sure to open these 3 websites:

Practice Boundary - GP_Map Public (healthgis.nhs.uk)
Postcode finder - Postcode Finder - Find an address | Royal Mail Group Ltd
Spine - https://portal.national.ncrs.nhs.uk/portal/ then Launch Summary Care record.
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page on EMIS. You
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Personal Details

MName.

Date of Bith
Gendar

S Nambar
Martal Status
Ethnicty
Couritry Of Brth
Datw Of Entry to UK
Mar Linguage
Regon

AL, Comspondence Format
Patient Type

| Contact Details

Homa Address

e ety
Work Tel No.
Mobia Tl i

Fax Numbar
Wideo Conferencing Datals

Privary Emal Address

MOUSE, Mickey (Mr) #

06-Aug-1972 (50v)
Male
232333 2207

Martal state unkmown
British or mised British - athiic category 2001 consus

Regubar

Hoon House
Chsese Lane
Hollywood

Berkshire
SL6 2P )

(07 444) 556640

| [ Patient Details

[
Hesptal Humbstr
Records AT

Okd NHS Nuber

Practice Information

Branch Swigery
Depensng

Transooet Heeds
Advocaty Nesds

| €CG Infarmation

Trading Parnar
Resdental Institte
RPR/Fural Misage
Blocked Specal
Wakng Quartens

MOCK, Lan (0r)

HIZ600985 Unknown Hospital

Halyport Surgery

Once you are on this screen you can start a new registration by pressing the Add Patient button
circled above.
Once you have pressed this button you will be presented with a list of options representing each
patient type, we can have as shown below.
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https://www.royalmail.com/find-a-postcode
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Claremont & Holyport
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Do not use this button for re-
registering patients. The registration
will not go through correctly.

Immediately Necessary — Only to be
used when a pt needs to be seen
immediately (e.g., visiting for a day but
needs to see a clinician straight away)

Regular ms received -
Temporary

Dummy

— % | Private — For private pts only

Temporary — For a visiting pt who is staying
here for a limited amount of time but lives OOA
(e.g., visiting family or on holiday). This can be
either a long stay (3 months) or a short stay (3
weeks). Please note temporary pts cannot be

changed into regular patients until the
temporary registration has expired.

Regular — For any Pt (new or returning)
who lives in our area and wants to be
our permanent pt. Use this when the
patient lives in our area and needs to be
seen straight away and wants to be our
Pt.

Overseas Visitors - Anyone, regardless of
nationality, residency, or immigration status, may
register and consult with a GP without charge.
(Use the immediately necessary or temporary
options based on the descriptions above).

Once you know which category your patient falls under you will be then shown a page which allows you to
trace the patient. If you cannot find a patient on here, then double check on the spine portal (if adding a date
of birth into spine it must be written like this 01-01-2023) link listed at the top of this page to do a more

detailed search. Sometimes pt may not give you the correct information on the registration form (e.g., not
putting an NHS number or names written in wrong sections) so ensure to check the spine before completing
this page to have better information. Add in your information that is on the registration form. When the pt is
found then the option to Register Patient will come up, click this to continue with the registration.

A trace & requined bafore 3dding 3 new patient. Enter the patent’s detals 1o start tracng.

Trace Criteria
D) cewoten « a8 [ m ]

Givens b Postcode B Hurber Use DO range

Farmly Harme G » [Mouse Gender  + [Male

Local Fatents  pDS Patients
pE— T——
Name | Address Gender et o B 503;;-::-0- s
Active
Reguar

MOUSE, Mickey (Mr)
Maon Housa, Chaese Lan, Halywood, Bariahire, LG 2P

=
/

If your Pt’s information comes up, click on
it, and then press the Register Patient
button. If the Pt is saying inactive on this
page still click on it and re-register the
patient the same way as you would for a
new pt.

b s x

Inactive
Reguiar

Trace Critesia

Famdy Hama G «  Mouss Gandar  + [Mat Kngen Dute OF Brzh  » | 20-Dwc-1560 ="

Given Harme & Posoode &) S Nember

Locll Patents POS Panients

Hama | ASSS

Wz pateets wera found on POS.
Please check you citera and consder usng a date of brth range f appropeate.

& Can' find the patient you are boking for? \\f\/- n ey Pt --.'\—\:—wn.u recond v GP2GP wil not be avalsble.

=

If you have double checked all your
information on spine and it still comes
up like this, then you can_Continue to
Create New Patient
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This is the start of the registation.

S : Make sure you add in all the
— N = " information accurately. Use the
f—— R . drop down boxes when given the
. My option. E.G. Title, Gender, county.
e e = . If the pt has a preferred name put
et == _ . itin the ‘known as box’
Reigon : 1+ Use the search icons for the
o e ' ethnicity and country of birth as
o <. they have specific codes that
Han Language Engen : MUST be put in.
R : . You must put in the information
e listed below:
| Mause tepaFut Hurrbes Hoan House ° Title
'“S e o Family Name
Lo — . Given Name
e o DOB
e e [ o NHS number if they have
Contactoeta one
— o Gender
Habla Tel o [07424) 556845 ° Ethnicity
R : e Country of birth
e o e . Address
° Contact details e.g mobile

and email (make sure to verify
these and all numbers must be uk
numbers or we cannot contact the
pt).

Patient Details:

If the patient, you are registering has been traced by the spine a lot of the details on here will
already be put in but check against the registration document to ensure all the information is
correct.

In this example Mickey Mouse:

Title: Mr (From drop down selections)
Family Name: Mouse

Given Name: Mickey

Middle Names:

Known As: Mickey

Previous Family Name: Mouse Mbe
Date of Birth: 06.08.72

NHS Number: 222 222 2222 (may not have one if from out of country)

Gender: Male (From Drop down selections)

Religion: (Do not need to add)

Marital Status: (Do not need to add)

Ethnicity: British (From Codes shown on Page 4)

Country of Birth: Born in England (From Codes shown on Page 4)

Date of entry into UK: (Only to be used if not born in England)

Main language: (Use if English is not their main language & use drop down selections)
Interpreter required: (Only if main language is not English & use drop down selections)

Red = Required
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Ethnicity and Country of Birth:

Ethnicity and Country of Birth have a search button as they are QOF indicators and require codes to
ensure they are put onto the patients notes correctly. They look like the images below:

| Code Selecto *®

~ Search sh - ethnic category 2001 census

I Fiter | Ethnicity

1 search results Related codes
B
— A British or mixed British - ethnic category 2001 census .
’» Ethnic category - 2001 cansus
Ertish or mixed British - ethnic category 2001 census (finding)
Concept ID: 92391000000108
Description ID: 158341000000117
|— White Britich - athnic category 2001 census [ae]
Selected code

British oF mixed British - athnic category 2001 census

Options ‘ OK ’ Cancel

T
For ethnicity type into the search bar the ethnicity you are looking for, once found click on it and press OK.

| Search resuits
| om i Arghacsstan
Born in Aland Tslands
Bom in Abana

Boem in Algaria

Born i Amencan Samad
B i Andora

Boam in Angada

Born in Angually

Bon i Antactics

Bosm in Antigua and Barbuda
Bem i Argentng

e i Armunia

Been in Ancba

Bom in Austraba

Bom in Austria

Beem s AZwrbaiian

Basm i Babamas

Boen in Babrgin

Born in Bangladesh
Boem i Barbades

Baem i Bolens
Selected code

Options O Cancel

For Country of Birth type into the search bar “Born in (Country),” once found click on it and press OK.
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Home Address:

Patnt Detaks Patent Detais
Prevacy Core
ASSECRg] ASdravsas « Tt
Notfication preferences * Fumly lame
Addtional Notes * Given Name
GP Links Information e Mare(s)
Keown 38
Privvous Farmily Narme
* Date of Brth
NHE Number
s Gender
Relgon
Martal Status
Ethnicty
Country Of Brth

Date of Entry to UK

Man Linguage

Martal fate ucown

Brtsh of moced Briteh - #thoit Citegs | 4

Moon House

Cheese Lane

Hadywiod

Berihre

SLE P

Hant

Addresses must be checked on the postcode finder and the
practice boundary before you carry on with the rest of the
registration. They also need to be written correctly in the
correct boxes.

For example, Claremont’s address should be written like this:

e House Name/Flat number: Claremont Surgery

e Number & Street: 2 Cookham Road

e Locality:

e Town/City: Maidenhead

e  County: Berkshire (from drop down box)

e Postcode: SL6 8AN
Remember to add the county even though it does not come
up on the Royal Mail postcode finder otherwise the
registration will not come through the system correctly.
If the Pt is Out of Area on the practice boundary, stop the
registration by pressing cancel and contact the patient to tell
them to register somewhere closer to them.

oK Carcel

Claremont Surgery
2 Cookham Road
MAIDENHEAD

SL6 8AN

Royal Mail Postcode Finder

000

Address: C

2. COOKHAM

Practice Boundary found on GP Links
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Contact Details:

Please note all phone numbers must be UK numbers. Do not put mobile numbers into the home
number box.

Ed# regular patient -
Lo Patiert Details
Frimary Care
Addboral Addreeg Marital Stakus Ml $£30e unknown o
Hotfication peelerences Etheicty B o meced Betsh - athn catep| | 4
Addeonal Notes Country OF Brth e
GP Links Information Date of Entry b LK S MMMy [--=
i Lifiguags Englsh

Interpreter Regqured

AR, Coeraspondancs Format

Home dddes
- Mous Name Pt Hurber Bhsn s
’ Rumbier & Street Charass Lane
Lecalty
& Tewen Oy Halrwood
County Brksiire
PORCOSE SLE AP

Access Instruchons

—([ContactDetails )

Home Tel Ro
‘ivork Tel Mo
Mobie Tel No [07444] 556849
Werfud v
Fax Humbsar
wWideo Conferencng Detak
™ Primary Emal Addness radlay s otp@nhinet

Warfad

Secondary Emal Address

Prfernied communicitios method ha prideenca
Exgretdad by

Make sure to verify the contact details by adding verified in the 2" box underneath the
mobile number and the Email address. You do not need to fill put the preferred
communication method box as there is a page for consent for email and SMS.

Once all this is complete you can go to the next page (Primary Care) by pressing the next button. Do
not press OK.
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Primary Care:

Edha reguisr patient *

Patent Detals -

Prieraery Cie

Primary Cone

Additoeal Ad et Ptk s
Motfication prefenences i Uil GP OO, L (Dv] |

ddticral I
Addtioral Motes teasoral Fymbar

|
1
|
[
GP Links Information
- Reconds At Holyport Surgeny
O NS Mot
S

Practice nfoamaton

Brarch Sorgary
Edl + DEpansng Mo
5 Tranigesry Heeds

YEI=

Ay eeds

15 Infanmation

« Trading Fartner Barkshire:
il
Riemdentid Ingitute
RFPIRural Hilepoe
Biocked Specal
Wakine Quartis
L1

L
Back 0K Cancal

Usual GP:
e If your patient is a Claremont Pt use the registering GP for CM
e If your patient is a Holyport Pt use the registering GP for HP
e If your patient is a baby, then make sure the baby has the same GP as the mother.
e If your patient is a reregistering patient, they can have the same GP as previously.
Records at:
e Put whichever surgery the patient is registering with (if stuck use the Practice Boundary as
that will tell you which Surgery)
Dispensing:
e We do not dispense do ensure to use the drop-down box and put No
Trading Partner:
e Our Trading Partner is Berkshire so select from drop down box.
Residential institute:
e If ptisin aresidential home e.g., Meadowbank, Foxleigh then you select Nursing/residential
from the drop-down box. You only use this for that purpose and is not necessary for any
other type of registration.

Once this information is put in and completed press the next button to go to Additional Addresses.
Do not press OK.
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Additional Addresses:

| Edit regular patient X

Patient Detais & || Additional Addresses
Primary Care -
e e Previous Home Address
Notificstion prafarancas House Mame/Fiat Numiaer Moon House
Addtional Hobes Nurrber & Street Cheess Lane
GF Links Informatian Laciley
Town/fCity Haltywood I
County Barkshine
Postcode 5L6 2LP r
Temporary Address
House Name/Fat Numier n
Number & Street
Localiy
Town/Cty
County v

Fostcoda

Access Instructons

Temporary Address Type

i Back 0K Cance!
T TT

Previous Home Address:

If they have a previous UK home address, make sure this is written in correctly. If they did not write
one down and have not come into the country recently then contact the patient to find out. Use the
postcode finder to ensure it is written correctly. All the rules that apply for their current address also
apply for their previous home address. Make sure you have everything in the correct box and that
you have chosen the county from the drop-down box.

If they have recently entered the country, you can put down their previous address from their old
country or just N/A if you do not have that information.

Temporary Address:

Only to be used for temporary patients.

All the same address rules apply. Use the postcode finder to double check the address and make
sure to add the county.

Also select the Temporary Address Type from the drop-down selection

Once you have completed this page you can press next to go to Notification Preferences. Do not
press the OK button.
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Notification Preferences:

e This is for the

st o paent patients consent to
Patiant Datals S | Motificotion prefererces H
p— receive texts and
Addmional Addnesses O | [F=ostom i

J Netficaton preferences baf e patens -::;'w:e:ﬁ: to raCa M5 notfcatons Mo conseen eeeference s emai |s from us.

| wseona wotes or dnical senvices? {3 o Ifthe patient has
G Linkg: Iefoemation

| Emakeptions consented to texts,

Mt tha patient conmanted 1o receie el notFctions P S——
El for gnagal serages? ) P ConseaT Drdfeiends gt

then use the drop-
down selection to
select yes. If they have
declined, then select
no.

e |[f the patient has
consented to emails,
then use the drop-
down selection to
select yes. If they have
declined, then select
no.

e You must fill this
page accurately
otherwise you will be
going against the
wishes of the Pt which
can lead to complaints

Back oK Cancel etc.

When you have completed this page press next to go to Additional Notes. Do not press the OK
button.

PR

Additional Notes:

*

) == You do not need to fill in this page. Press
ol wm ] | the next button to go to the GP Links
: Information. Do not press the OK button.

GP Links Information
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GP Links Information:

This is the one of the most important parts of the registration process as if done incorrectly it can
lead to no GP2GP, no records from previous surgeries and even duplicate NHS numbers. This page
must be completed and not missed.

The first thing you need to do on this page is put in the presentation type. This will tell the spine if
this patient needs an NHS number, if they are a baby or if they have been previously registered with
a surgery in the NHS. There are 5 different presentation types:

PresentationType ' (]
: |None (FP1) !
|Ex-Service Form (FP13) :

Baby Card (FP58)

» f "
Country of Bit Previously Regstered with NHS

Place of Brth

None — To be used when the patient is new to the country and has never been registered anywhere
in England.

Medical Card - Do not use this type as it is no longer used anymore.

Ex-Service Form — For UK veterans and anyone who has left the military, this is because they have
priority using NHS services.

Baby Card — For babies
Previously Registered with NHS — For anyone who has been previously registered with a GP surgery

in the UK.

It is essential that on each presentation type you fill in every piece of information it is asking for to
ensure the registration is completed correctly. | have created a page for each presentation type and
what you need to fill in to ensure the registration is done correctly.
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Presentation Type — None:

tdit regular patient
Patient Detais
Primary Care
Additional Addresses
Notfication preferences
Additional Hotes
GP Links Information

) || GP Links Information

PresentationType

Birth Details

Country of Brth
Place of Brth

Previous Residence

Pravious GP

Pravious HA

Pravious Address  «

GP Notes

Notes

[mone (Fr1)

+ [outside UK. ~]

NHS Details

Armed Senvices Medical Cover

Date of Enlstment
Date of Leaving
® Retuming from Abroad

Date keft Country

Date entered Country  « |dd-M

Previgusly Private Patient

None of the Abave

oK

dd-MMM-yyyy

E =

Cancel

Anything typed in red is compulsory
information and must be added to
complete the page.

Birth Details - start with the Country of Birth.

There is a drop-down selection for this with the following selections:
Once you have selected the option accurate for your pt you then need to
fill in the place of birth. This doesn’t need to be the full place but for
example they were born in the USA the place of birth would be the USA. S

Bt DL

Country of Brth

Pace of Brih g

P REadane

Previous Residence — For this presentation type you must fill in the Previous Address. If for example
their previous address is in the USA you can write in USA and if you do not know their previous
address from the country they have left it is also acceptable just to write in N/A. If you have already
wrote down a previous address in the additional addresses section it will automatically come up in
the previous address boxes.

Date entered Country — This must be the actual date the pt had entered the country. If the pt did not

put this information on their registration form then you must contact them to find out. Once you
know the date just type it into the box.

Once this has been completed you can then press the next button to go to the next page GP2GP.
(Mickey is already a pt so the last page does not show for him only new registrations)

11|Page




Claremont & Holyport
Surgeries

If you cannot see the images properly zoom in (Do not print let’s save the planet 1 page at a time)
Presentation Type — Ex-Service Form:

Exdit reggular patiant *

Pateent Detals P Links |aformmaton

Anything typed in red is
PresesmationType  |Ex-Sesvice Fom (FP13) v compulsory information and must
be added to complete the page.

Primary Carg
ASOEnnal AQOreRsed

hstfication prafensnosd

00000

Addinnl Hotes Eath Owiads

| 6P Links Inforrmation Couniry of Brth

L
‘ Phce of Brth |l '

Preious Residence HHS Details
! Prievious: &P 0 jmed Sereices Medical Cover
Pranvious HA Date of Enlstmant =
| Previous Address Moan Howse Date of Leaving = ]
| Chas Lans 1
[T ——— Date left Counitry i P
[ Date entered Country b

SLE 7P

GP boles

Hadws

[ MO'm'wm

Birth Details- Add the Pts place of birth.

Date of Enlistment — If the Pt has not added this information, then please contact them.

Date of Leaving — If the Pt has not added this information, then please contact them.

Previous address is not compulsory but will automatically come up in this section exactly how it was
written in the additional addresses section.

Once this has been completed you can then press the next button to go to the next page GP2GP.
(Mickey is already a pt so the last page does not show for him only new registrations)
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Presentation Type — Baby Card:

Edlit segguilar patient X
—re—— e Anything typed in red is
pemary Care & compulsory information and must
Addetonal Addemes - Pretantaton Tyoe Haby Card (FR58)
" i, - be added to complete the page.
jotfication preferences &
Addtional Notes g || [Bnthbetads
GP Links Inforreation Country of Bt * | Englnd -
Pace of Brh I
Frevvsous Baadenon HHS Dabaals
Prarvous GP Arerapd Sonvices Madoal o L
Prevvious HA Date of Enlstrrant HHM-YYYY = |-
Prarsnus Address W0 Hiowse Duate of Laaving MMM yypy = .
]
Date ket Coustry 1 B
Date entered Country N

OF Motes

Hotes

Bacic O [+ Camged
T

Birth Details — Start with the Country of Birth and choose from the drop- | |Bbeta

down selection as shown. If they are born outside of the UK, you need Courzy offach 'Eﬂam L
to use presentation type none. Most of the baby registrations you see Flce of B Scatend

will be born in England. You then need to complete the Place of Birth PreviousFesidence | HorEeey tetnd

this will be simple as it should be on the pt.’s registration form. .

Once this has been completed you can then press the next button to go to the next page GP2GP.
(Mickey is already a pt so the last page does not show for him only new registrations)
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Presentation Type — Previously Registered with NHS:

Edit reqular patient x

Anything typed in red is
compulsory information and must
be added to complete the page.

Fatient Detals GF Links Information

0 e

Primary Care
Addrional Addresses

€

Presentation Tyoe .PrE'.'iuus}_- Ragistarad with NHS| ]

eeg

Notification preferances
Addkional Mates B aaty |
GP Links Infarmation Country of Birth |
Place of Birth
Previgus Residence NHS Details |
Pravious GF * ) Armed Services Medical Cover |
Previous HA - Date of Enistment dd-MMM-yyyy 7
Previous Address = |Moon House Date of Laaving dd-MMM-yyyy E |
Cheesa Lang () Retuming from Abrozd
Hallwood Date laft Country Od-MMM-yyyy =
Berkehie Date entered Country dd-MMM-yyyy =
SL6 2P () Previgusly Private Patient

® Mone of tha Above

6P Notes |

Hotes

Back O K Cancel

Birth Details — Make sure to add the Pts place of birth as they have put it on the registration form.

Previous Residence -

e Previous GP — We need this information to ensure we can receive GP2GP for the patient. If
they have not given their previous GP Surgery, you need to contact them and get this
information. Make sure to write the name of the previous surgery not the name of the Dr
who they saw.

e Previous Address — If this has been filled out correctly on the Additional Addresses Page it
should automatically come through onto this page. If it does not make sure to add this
information exactly how it was written on the Additional Addresses page. Make sure to use
the postcode finder as this is what the SPINE uses. If you do not know the county, make sure
to look it up on the web as it is necessary information. This is the patients previous address
not the address of their previous surgery.

Once this has been completed you can then press the next button to go to the next page GP2GP.
(Mickey is already a pt so the last page does not show for him only new registrations)
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GP2GP Page:

For this page you will see one of 2 pages as shown below

x

|
= ‘ Usually seen after presentation types
o Couk o lcat s xganictondeate ' None and Baby Card. Shows we will not
i get GP2GP as they have no medical
records here. This is completely normal.

P Press OK to complete the registration.

Lo vodated 24-Feb- 2023 09:21

Usually seen after presentation types

o [ Previously registered with NHS. This is to
0| Ensmmm——" show that we should get GP2GP from the
o Qegansaton Code DRL036 . . .
PR LD suRGeRy previous surgery listed on the page. This is
e completely normal.
o -~ Press OK to complete the registration.
Dwection Recening
Last updated 24-Feb- 20273 09:41

b @ -

Once this is done you have completed the main part of the registration and will go onto the next
steps.
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Next Steps: Pt is brown due to being dummy pt.

Family/Relationship Links:

Te Aftive ¥ AN, Peter (Mr) Born  13-Dec-1999 (23y)  Gends NHS al GP COMSTANTINGU, Anaa (Dr)

I. Demographics 2, adational 3. Onlin SHnA0es 5. Status Hstory 6. Audt History

Personal Details 3| [ Patient Details

Hame PAN, Peter (M) # Usual GP CONSTANMTINOU, Anna (v}
Date of Brth 13-Dec-1999 (23y) taspal Mumbar

[ Malke Reconds A% Claremont

M5 Nomber Unilonowam Ol RS Nomber

Maral 5Latus

Ethnicky ‘White British - ethnic categony 2001 census

Countey Of Brth Bawm in Emgland

Dute OF Entry to UK
Mar Languags
Rikguon

AL Comespondance Format

Patient Type Dummy
| Practice Intermation z|
Contact Details e
- Brandhy Surgery
Homa Address Clremont Susgery Depensng '
2 Conkham Road
Haiderthead Transgon Heeds
Barkshire Advecacy lieeds
LT
PAN, Pater [Hr] .
Heoema Tl tiy s
24 LR MMR vagonaton W
Work Tel N A M ADW 358 Y VROCRELON "
Mobis Tel Hx (OF53E) 857740 L COVID-1%: Eigble for vaconaton "]
Fax Mumber

Wideo Conferencing Detals

Primary Emal Address fpuren sheadgn | @nhs net

Once you have completed the first part of the registration you will be brought back to this page. On
this page you need to go to the family/relationship links section circled above.

z B~/ 0Er &
onsg

Repsveven Carets  Ornleesens
© 8 Form g > & B & &
.’ol'ﬁ.\ﬂ Patert N Corth ey Sharin - ‘e b
Add  Es Patert 2009 Mertity  Rogavation UsuslGP  Pasert Type
Padert Pavert \renge Consert  enficanon worklow  Reaflocason  Corfiguraton
Ropey sacr Sorss, Aererayt e
5B -14  Befels -4 (4)  Documents <34 Madcoe Managemeot -5 (S)  Beqitation - 1520 (57)  Tass -8 (1)
' New pesonty Weddlow Iterms recenved - Tatks, Registration, Medicine Managemant, Referrals

¥ PAN, Pater (Mr) 13-Dec-1999 (23y)

1. Demograohics 2. Addtonal 3. Onine Services 4. Family / ReGtionshp Lnis 5, Status Mistoey 6. Audit Mistoey

On this page make sure to add the relationships e.g., mother, father, siblings. Make sure to double
check if the person they are related to are a registered patient first before using the free text entry
as it saves time and makes sure we can find the information if ever needed easier.

Add relationship link from registered

sudd Pelationssip Link w patient — To be used to link up the new

13- Desc- 1999 [F3y) patient with anyone they have provided
Unionoswm in their registration form who is already

registered with us. When you click this,

it will take you to the find the pt page.

PAN, Peler (Mr)

0 Add relatiosreship ek from registened patient

) Add refabgerhip el from free Teet eoiry

Add relationship link from Free Text entry
—To be used to link up the new patient
with anyone they have provided in their
registration form who is not registered
with us. If a whole family is registering
do this section for all of them AFTER you
have put them all onto the system using
the Link from Registered Patient.

Cancal




rY

Claremont & Holyport
Surgeries

If you cannot see the images properly zoom in (Do not print let's save the planet 1 page at a time)

Add relationship link — Registered Patient (Anything in red is mandatory)

4dd Relitionship Link

This <ontact & 3 patient, Some datals Cannot be edned from Reng

| A44 Rallendho Lrk

Fill out any mandatory
information marked with the

L Please odit ther detals in the Regebation module. red asterlsk Make Sure Wlth

| [ Pessonaloetals - lati hi X
T——— > relationship to patient you use
o C the drop-down box.
Fardy o i
Gaien Hgerel Mg
Gander " Other:
HHS Humber F U h . . f
N - o se the registration form to
tate of Daath = find out if they are next of kin

Aaddret
or an emergency contact. Use
House W Fiat Humber [REOTH the drop-down selections to
House turber B Sureat write yes or no. This
Locaity
ot information is needed.
Caunty B
Fomtoade h his i |
p—— When this is complete press
Home Telephore OK'
Work Telephone ~|
i Cancal

Add Felationshap Link

Agd Belytorship Lnk

0 This contict & B patient. Some dethls canndt be sdfed from hare
Flease 3E ther detal n the Regsiraton module,

Same Address a3 Actve Patient

House HameFlat Humber Mo

House Humber & Strest

Loty
Tawn/ Ok
County
Postoode
| Contact Datals

Home Te

W

mphone

Wiork Telephone
Mobie Telephone

Primany Emadl Addness.

‘cmjaw&r'nl Address

text OF Kn

Emergency Contact

Can Decuss Record

Hafes

Carge Dartanls

_\r-lﬂ

Add relationship link — Free text Entry (Anything in red is mandatory)

Add Relstiorahip Link

Add Ralatondhip Link

| | Parsonalpetais

*  Reatonshp to Patent

-] Fill out any mandatory
" information marked with the red

T asterisk. Make sure with
*  [Family Hame . . . .
e o relationship to patient, title, and
. Gender gender you use the drop-down
HHE turdes box.
bt ot i = Contact details:
Date of Death ]!
prre= Make sure to add the contact
] sarne Aceess a5 Actws Passnt details as these may be needed
Hoouse Hame/Fat Humber in an emergency.
House Humber & Sirest Other:
‘T“':'m_ Use the registration form to find
— . out if they are next of kin or an
Postonde emergency contact. Use the
Contact et drop-down selections to write
Home Tekphone yes or no.
Motk Taiephons *I" When this is complete press OK.
0K Cancal

Add Regtonghg Link

dade Madre Pt
Housa NuTher &
Lecalty
Tower
County
Postcode

[| ContactDetaik

T gaphong
Work Telaphons
Hobie Telephaone

[
street

Primary Emal Addres

Secondary Emall Address

Mot OF Kn

Emaepgency Contact

Can D0uss Recond

Motes

[carerpesass

[ Same Address as Active Patient
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Patient Warnings:

Make sure to use the warnings selections to add whether the patient is a Claremont Patient or a
Holyport Patient.

‘- Adtive &  PAN, Peter (Mr)

on 13- Dec- 1990 [ 23y) Gander  Mabe

* COMSTANTIMOU, Anna [ D)

Usual tddress ol Information w Information

: DTy

Uerkenowmn

511408

S TANTIROU, Amna (Dr)

Warnings {Mone)
Claremont Sungery b L
7 Conldham Ruwd

Mo Priva

538) 857740
lawren steadman 1 @nhs net

fesrhsthirn
56 BAM

Edit pakient detadls
Ethoirtw

— —
Whitn Ruifich - offnk W1 cnnae

Click the active button to get the address bar down. Then click the manage button circles above.
A box will come up as shown below:

Bl }arge Patient Warmings

Bam  13-Doc- 1999 (23y) Born  13-Dc- 1999 (23y)
PAN, Peter (Mr) (23] PAN, Peter (M) 3y

Lk i irdkrscrvnn

Vable To Othes . Vbl ToOthes
Ot Trgges i,

Organisaions o " 2dd Patiert Warning *

- |

VWaming MessiOe  [CLAREMONT PT

Trigges Points ) Swap Patent
[ Lead Medial Record
[ Asd orug
[ bsue Drep
[ Add Consulkation
[ Book Appointmant
[ Asrive Patient
b [ Vierw ab report: in Workdion Marager

Sharng ] Abow this waeming to ba vsiwed by other
] CENEIONG |

-_ L D o
v

Click the add button to make sure you can add a warning and you’ll have this box come up.
Add your warning in this example it is CLAREMONT PT. Then only click onto the Swap Patient button.

You do not need to select every option on this only the swap patient. Once you have completed this
press the OK button and close the manage patient warnings box.

18 |Page



Claremont & Holyport
Surgeries

If you cannot see the images properly zoom in (Do not print let’s save the planet 1 page at a time)
Pharmacy Nominations:

Make sure to use the Pharmacy Nomination that the patient as put into the registration form. Please
note Lloyds Pharmacy in Sainsburys is closing soon.

- Nl N -F A A MAES Wels Hslth Care Syshern - Clarermont e Hobyport Surgery = 14154 - o= ox
o
Somesry  Comuabors | Modcssen | Probioms leveigabons Cocolbsiory Disry Docomerss  Relwrals " ue
,‘,’; 3 . v —d{-’nwm T &D 5 Cortig
a1 Link prokbems Bl - SVeewSihe Segech | P =
= ?Roquestlosve 1 Pamt e o - Ve Ong ik
[ s e Fanert Sescr
SO -15  Raferak -4 (4) Documents -39 Reostraton - 1514 (57)  Lab Repots -7 (1) Tasks - (1)
T New DOy Worfiom INers 18CRN0d - Mang ManapImant x
e Active ¥ pan, Peter (Mr) Bon  13-Dec-1999 (23y)  Gender  Mabe 6 No. U sual GF CONSTANTINGU, Anna (Dr)
& Current
Drug / Desage | Quankty Usage Cumens | Avarage Last Issue Cate | Authorser  Last lisus tumber | Mathed
]
i
s
t
5
T
Z
T
£
&
3
H
%
A\ Men ADW and ¥ Vacoration
A 1 MR aconaton
. COVID-19: Elgble for vaconation

Alerges o allergies recorded for this patient.
Scresn
Bassage

DA (3 fctwme farcet | STFANMAN Lnuman (Minx) | Orasnastion: Clanemont and Hobmort Suraers | Location: CLAREMONT SURGERY 1

Go to the Medicine Management Page by clicking the Pill on your toolbar or by pressing the
medication tab on the patient. This will take you to the page above. First

you need to add their nominated pharmacy using the nominations button @ Nominations
which looks like this. Some pts e.g new to country will have this button

greyed out like Peter Pan.

- . | When you have clicked the nominations
Py PARK PHARMALY y
o Remove

button this pop up will come up. Press the find
4 Coolduam Badd, Hadenhadd, SL6 AA) . .
button to find the pharmacy they would like.
fogance - {rone) L The pharmacies will come up closest to the

R address given. Make sure to choose the one on
the Registration form and then press OK on
. both pop ups to get back to the main medicine
T o || Pre°
| Ditgeensing Contractor Saarch b . . . .
.u*lem.a-,.{;m,.,mwm Prescription Destination: (Green Circle)
ently a ¥ 4 . .
kot At ] I You then need to add the Prescription
e . . . . . .
; s — destination by clicking the button circled in
i | fe pom Thcbess | Duarce - Green on the main medicine image. Type in the
ey T T pharmacy e.g., PARK and press the OK button.
FAE32 Boots 54.58 High Straat, Madenhgad, SL6 1PY. 01628671834 002 mig
ALY Sepningg PRty 36-38 Bock Lang Mal, Nehobions Cante, Barkahie, SUS JUL B8 623246 .06 il
FAESY  Bedge Planmacy 119 Bedge Road, Madechaad, SLA BHA, 1628 622125 033 Pigderaptnon deitaiatn e
Fi750 Keyorde Phamacy Symons Medical Centre, 25 All Saints Avenue, Berkshine, SLG GEL. 01628781335 0.4 mie
FFOTS H A Mepartand Ltd 9§ Shifferd Crescent, Berchine, 506 TUA. 01628 7RI8L7 063 mily a
PaRiL u'-m(‘:erv-s'. 24 Rows Road, Bedghre, 546 252, 1628 TI06ET G5 i T'lﬂ-i [ESITEARN deftraton rl:“ ‘h? EQHH fatmht.
FrAdl Abwod Pharmacy 47 Wootton Wiy, Berkshre, 5L6 405 01628 630083 071 mle
FYisT Oive Pharmacy 18 Hampden Road, Berkshire, 5L6 SHQ. 01628 622872 052 mile
TN Wessex Phanmacy 114 Wassex Way, Cox Green, Berkshine, SL6 30L. 01628631384 1.0% mis
FFO97 Cookham Fhamacy Lower Road, Cookham Rea, Berkshre, 5L6 SHF. 01628 521369 1.41 mia
FACES Lioydspharmacy Lake End Road, Budknghamshire, SLE OQW. (1628604851 141 mile
Qe Doy Lews Phamacy 3 Stomnpks Road, Holport, Barkshire, SLE 2LA. 1628625216 LA mie

FA433  Woodbnd Park Phaem..  Wakham Road, Woodand Park, Barkshine, SLE I, BB EIRER  1Siode v =
Co)ie= (x| cncel
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Lifestyle and Medical History Information:

We are no longer adding this information into the Care history (except smears) but instead creating
a consultation with the new patient template from Ardens. Create a new consultation and it should

look like this:

-~ R
ems

Swve

S e EUST e
Sommary  Consutssors  Medcason
) 8 Concel
T (4 Contdensatey
Frotiem (<" Sharing

Probloms  dmmstgusors

PAN Putes 04)

Care Higtor Occumerts  Relwrafs  How Consultanon

- INE

. 7 < =.
Bock  Creste  Medcsbon  sasfa Spet
coortmert Task FepmeRevew  joge ¢

-4 (4) 1520 (57)

B -14  Rafemals -4 (4)

Tass -8 ()

New priofity Weddlow 1ems ceceteed - Medine Hanagement

n  13-Dec-1999 (23y)

Consultation
problem

Examination
Eamddy History
Social
Comment
Hedication
Follow
Procedurs
Test Reguast
Referral

€
of £MIS App Libeary

= I GP Conmect
POS Synchrceisanon faded

LatestContacs

1. <ho Probles> O

*» Summary

| Diary

[ Problems
PAN, Pater (M) & v
A\ Men ACW and Y Vacanation v

Hed A 152 MMR vacanation

| O COVID-19: Exgble for vaccraten @

!

E ) Summary

{0!‘-—“

Press the Run Template button as circles above. This will then take you to this pop up shown below.

Please make your selection below
New satwnt

Found 1 matches for "New patent”
I New Patent Templte (Recestion Ademin)

’

Navigater Detals
& {5 Admn -
4 E2 Antcparory Qare
o 2 Ardens
o 12 Gare Mormas
Care Phening - Data Entry
Onical Pharmacist
Crd Sheet
eConsuk
EMIS Lbrary
EMIS Lbrary
EclFuturePannng(1617)
Fest Pont Physo
1 GNS1
H Gasson
an tewt
Kran Judge
Label Protocols

Labeb
Latent T8
ones that work
PN
v L Packe Folder
Practice Protecos
%1 Scott Rcley
w43 TEST

{5 Workflow Templte

=

| To search the new template type in
| new patient into the search bar and
press enter. It will then come up
with the match to the template you
need. Click on the template and
press OK.

Once you have clicked this it will
come up with the template shown
on the next page.
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= |- el B -E A PN P Health stem - Claremont and Hiohyps = o 1
s Summary Comaultsbons  MeScalion  Problems  Wrtigeics Cwebitory  Disy  Documwets  efirals | New Conmultation Swl
Seve  Cancd  Soell
Tergiste Tempise chack
Temgiae
SE .14  Baferah -4 (4) Doceents -40  Medcne Maspement -4 (1) Eedistntion - 1520 (57)  Taks -8 (2)
T Pobw prigity waedlon T0ams recened - Meding Management *
%o Ative ¥ AN, Peter (Mr) m 1Dec 1999 (2y)  Gesder  Male  MHS N ssusl GF CONSTAMTINGL, Anna (Dr)
Wiew -3 My Record #  Mow Patient Template (Rectption Admin) (v16.7) (Ardens) =
My Reord Pages - Template information
All Reconds g The tesrplite & produced by Ardens for EMIS Web

This Cierple § moended for uie by Cncans 35 3 4G antry 31 but § not ntendad i 3 reploement for ginicl judgemant n The Gre of Ndvidual pacRnts.
& Ardens- Ltd

Avrlér sunooet o

. For support qunes, of to report broken Inks, please use the Ink below:

Instructions for use

« Fll n ths temphte with al the reieant nformation
= Ensure you iave th Templte and siwe Dhe comsultabion o

* + I you wish to Bunch 2 refemal form, &9 thes inthe uml'a-n: by selecting ‘Docurment > Create Rtter’ and searching for the form you want
= Dion't forgat to request any requined nvestigations. .
A +DIACPR + Party Acce R :
—— * * I coded data abeady sumts n the record, & should be duplyed on the rghtRand sde of the field :
Extanal View _ = Cicking on the chewion wil reveal al past entries of coded data of that type
3 * Araas of the tempate which need completng for contractual requrements (ncuding QOF) are highighted with red test
A EMIS App Library Tamplate vorsion
- Ip-;:;::mwon - * This & varsen 16.7 of the New Patent Template Bt updated December 2022
MadseRlberges 2 Temrplte entry New patient template w16.7 by Ardens-Q Ltd.
AN, Peter (M) 1
£ Me ADW and Y Vacoration i
£ 19T MMR vacoration i
.+ ‘COVID-19: Elgible for vaccnation i
| )
o q
Latest Contads
DLE (3 SystemsSuppert | STEADMAN Lporgn (Migy) | Orgenisstion: Claremont snd Molyport Soegery | Location: CLAREMOWT SURGERY | -7 InConsulsen L™
The only pages you will need on this is (star next to each page):
e Registration Admin
e Ethnicity + Gender + Religion Smear Information — do not add to the
e Language and Communication (if interpreter is needed) template. IF NEEDED - Cervical Smears- go
e Consent tz care hisltor\; (wgen you gzve ::iompleted
. this template) and press add code. Type in
o Lifestyle - . P
Cervical Cytology test. Add the date on the
e Alcohol Screening (if paper registration) Registration form and press OK.

e  Family History

Registration Admin:

o 13-Dec-1999 (2By)  Gender MS P CONSTANTINOU, Amna (Dr)

The only part of this

Hew Pationt Template (Reception Admin} (v16.7) (Ardens)

e « [ Registration Detalls - page you need to f|||

Use this section to record the following aden information:

PP STR—— - - in is the named
[ Patint dentey verfud 2 2 = N
O Pt rgatin ot o e . accountable GP
AT section. Press the
[ Refused new patent screen i ¥ .
I et 0 oy sk weh 0 et Al Ay Seakar s, o the i i tick boxes to show

Mtating the Intal Mesth Needs of Pecols Amvng from Leraee

you have allocated

Named accountable GP i

B e e e - - | and informed the Pt
et - "of thei i

e of their GP. You will
i T e need to send the pt

a text after

[ Patient. door access ey code

D ra i R ———————— — ~_ completing this
o RS L template to tell
. I ) COVID-19: Elgble for vacenaton .
I S _ — them who their GP
- e |" is.
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Ethnicity + Gender + Religion:

New Patient Template (Reception Admin) (v16.7) (Ardens) -
Ethnic Origin

Please use this dropdown to record ethnkity using one of the 18 ° " ethnk for use by the UK Government, and used i the 2011 census in
Englind and Wales,

Pages

Bt category - 2011 census Engind  |Whee: Englsh of Welh or Scottsh of Northers Irsh o Brtsh - England and Wales ethn Qtegory 2011 ¢ ] ’
and Waks

—
ARamatively, you Could Use the Second Sopdown to record the patent’s ethnicty, NB there are more options here, but they are wider than the 18 “approved” ethnic group Gategorks in
the first dropdown above.

Piease ether Type the frst few lettees of the patwnt’s athncly n the Box DOOW o6 ST VO thie Sopdown Meny.

Etheic category v LFe2-2021 White Beitish... ®
" Gender and sexuality

Ask your patient “how would you ke me to tak adout you?”, Update the cincal system with 3 message for a staff about how to address the patent, and be consatent in referral lettess and the

medical recoeds,

The patient might ask you to use “Mx” (pronounced 35 3 cross-between “mks” and “muks”) or the genderneutral peoncun “they” nstead of "Nr” or "Mss”

If you do not know what term to use and you e Galng them t0 your CONSUEING F00m Just use ther name ¢.9. *) Smeh®,
[ patient tede

eab e 0o Preferred name and ttle on offical
corespondence

i(cholon
g5+ Abgw Person categorsed by relgous afflaton |

PAN, Peter (M) 1
A\ Men ACW and Y Vaconation \
A 355 MMR vaccnaton {
. COVID-19: Elgble for vaconaten {

|
0
{

Latest Contacts
. =X ¥ . i .

A A UGG e Ul leien maBCLmATORAtSE L ForCTr

For this section you only need to fill in the Ethnicity Category — 2011 census England and Wales.

Use the drop-down selections to add the pts ethnicity as put down onto the registration form. If you
cannot find the ethnicity on the drop-down selection, use the search (magnifying glass) like you would in
the first part of the registration. Ethnicity is part of our QOF, so we need to make sure we have this
information. This is the only part of this page you need to fill in so go to the next page Language and
communication (if pt needs interpreter). If your patient does not need an interpreter go to page Consent.

Language and Communication: If pt needs an interpreter only.

g Patinnt |emglate |Recepiion Adwen| [ 16 F) (Ardeas )

- & | Comssbry of Btk
e
Loty of b # . [N,
I 1 deigpa dmgw

Pl rerd el of The (ost's S olios B weRTben igusge boiow:
R —-

L | L Fopiemed meen gt
ratrg Lingage
P pe——
o - : .

I e pafired oguiery pe mbopectoy, pingoe irde i this. beilow

Baepralan camla] "

Brepers o il

I thors srw sddiinnal ekact soguiremnst (mach o bor pationts with inbormstion Mrowsblity rquiresost ). pinsss e the onmsssication Preferonces snd Comtact Dcbal bomplste ba rooond B

wary Pener (M) |
Hion D aned W Waccmarion
1 M aconaton

COWT 14 Wiphils & vairraton

Only to be completed if the Patient needs an interpreter. Use the code from the drop-down
selection Interpreter needed. This is necessary to ensure that the patient gets the double
appointment they need to have an interpreter for their appointment. This will lead to less
appointments being wasted than necessary. This is the only part of this page you need to fill in so go to
the next page Consent.
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Consent:

New Patient Template (Reception y16.
Pages «) Communication Consent A
Phease Record SMS consent status here:

) Conset g for communkation by
Regatatin Adme = 5NS tint messagng

0 Declned consent for short message
SocRl Mty servce text mestagng

Pease record emal consent status here:

Language | Communication Congant given for communication by
p’twr'al

v AR 0 Decined consest for communiation
by emd

Congert Please record any further communication requirements bekow If relevant:
PASOIACHR+ 3rd Paty Acces [7] Requres contact by letter

b 0 Dechned consent for communiaton
e by letter

GIPAQ 0 Dechned consaet for commnation
X ¥ by tephone

Aohol xrenng 1f the patient has indicated a prefermed method of contact, please choose this from the st

bR m&vmdmmmmb(mMummmwmmwLMmmmmMmtmolo

Prefurmed methed of contact

Seraar Informatio Summary Care Record
o Prtcontion O Use thes section to record a patient’s Susmary Care Record consent status: PAN, Peter (W) Td

5 Express consent for coce Sumary fll A Men AW and ¥ Vacenaton
“ Care Record datasat upiond A
- Express dasent for Summary Care & 1418 axoe
} Rocord dataut oy PG COVID-19: Elgble for vaccnation

Exprass consent for coee and
| tet addbinnsl SR Avtasat uninad

Record consent for Enhancad Sumemary Care Record upkiad here: ”

For this page you need to fill out the Consent for SMS, Email and Core Summary Records. You can do
this by clicking the tick box on either consent or declined. We can only do consent for the core
summary records not the enhanced. If the patient has declined Summary Care records make sure

to put this down on this template. When you have completed these sections in the red boxes go to
the next page Lifestyle.

23 |Page



Claremont & Holyport
Surgeries

If you cannot see the images properly zoom in (Do not print let's save the planet 1 page at a time)

Lifestyle:

New Patient Template (Reception Admin) (v16.7) (Ardens)

Pages
Information
Registration Adrmin

Sodal Hstory

Ethnicky+Gender+Relgon

Consent

LPA+DNACPR+3rd Party Access

«

SMOKDD2 Smoking Status
smoking status should be recorded annually (25 points)

Please be aware that in the absance of a quantiative value, the EMIS QRISK calculator wil assume the patisnt who smaokes is 3 lght smoker’.

Nen smoker

Current smoksr Current smoker

s -

Ex smaker

| restyie
GPPAQ
Alcohol screening
Dsabiltes

Famiy History

Mads+Allargies

Patient Participation Group

— —
The codes below can be added, but please note that they do NOT count for QOF

Other tobacco codes

[ user of electronic dgarette

i you are giving smoking cessation advice please record this below

[ smoking cessation advice

Smoking L eaflet

Blood pressure

-

O/E - blood pressure reading

I ENETOeE

Alcohol Intake
5 Uivizek

#lcohol consumption

[ patent advised about alcoho

lo pravious entry

Excersice status:

PAN, Pater (Mr) pa
~| 1o}l A Men ACW and Y Vacenation

[ Patent advied re exercse

| 10| £ 1st MMR vaccination

Body Mass Index
O/E - waight

0/E - haight

) COVID-19: Elgible for vaccination

Hew Patlent Template [Reception Admin) (v16.7) (Ardens)

Fages

Cusrent smoker Currant erolar
3 i)
Ex smoker
The cadied below can Be added, but pléase note that they &5 MOT csunt far GOF

Otfrr Tobacoe codes
[ user of electronic cgarette

B you ane ghaineg seoking osesation advios phease reccrd this below
[ smoking cessaton advice

Smokng Leafiet
Mlood pressune

OE - biood pressore neading | £ g

doohod Intake
Aokl consumption 4
O ratient advised abowt aicohal
Exercise
Excerce statua:
[ patint mdvised v dounrcas

Body Mass Index
O/ - wiightt &4 g
O/E - haight 159 o

Body Mass Index 37

| P, Pater (M)

£ Men ACW and ¥ Vatcnation

% 1t HHR vaooration
. COVID-15: Eigbie for vaconation

Usat the followng button to caiculite the patient’s deal weght.
deal Waght Cakoulate

For the Lifestyle page add anything that the patient has put on the forms e.g., smoking (Smoking codes:
Non-Smoker — Never smoked tobacco, Smoker — Current Smoker, Ex-Smoker — Ex-Smoker)

, weight, height into this section. If it has a drop-down box, make sure to use it. If the patient is a smoker
put current smoker and the amount they smoke per day. You do not need to fill out the smoking
cessation as the text you will need to send (smokefreelife 2022) automatically codes it. Smear
information needs to be added to the care history as normal. For the online registrations, the form only
has units per week and not the alcohol screening questionnaire so make sure to add this information in
the boxes like shown above. When you have completed this page, you can go to the alcohol screening
page (paper reg only) or to the family history page.
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Alcohol Screening (Paper Registrations only):

New Patient Template (Reception Admin) (v16.7) (Ardens)
Pages « | Alcobol status ~

oty Alcohl consumption
[ Teetotaler

AUDIT-C (Scoring: 5+ indicates increasing or higher risk drinking - the full AUDIT needs to be completed)
Q1. How often do you Rave 3 dmk
contaning aicoho?
Q2. How many unks of akcohol do you

0uage / Communcatx drnk ¢ 3 typcal day when you are

dmiing? L

N

L
Q3. How often have you had 6 or moee

unts £ female, oe 8 of more £ role, on 3 “I small Questionnaire
sngle occason n the bst year?

AUDIT-C Score Caicuate

" AUDIT (Scoring: 0-7 = Lower risk, 8-15 = Increasing risk, 16-19 = higher risk and 20+ = Possible dependence)
Q1. How often do you have 3 dmi
contanng scohod

Q2. How mrany wats of akohol do you
dmi o0 3 typical day whan you are

ieaholseeong J| Ew

Q3. How often have you had 6 ¢ moce
units f famale, o 8 or more f rrale, 0n 3
SOgle 0Ccaon n the Bst yea?

Q4. How often durng the bt year have
you found that you were not able to
200 drrkng 000 you had started?

Smear Informate Q5. How oftan dumg the Bst year have
you faled to do what was normaly

apected from you because of your PAN, Peter (M) Dy
drnking? A )

45 Nan ACW and Y Vacanaton
Q6. How often dumg the st year have % woll A
You needed an Aicoholc ¢rnik n the o 1t NNR vacoraton
moming to get yourse¥ gonyg after a .~ COVID-19: Elgble for vaconation
heavy drnking session?

Q7. How often dumg the bt yeas have
you had 3 feaing of Uik o¢ remeese
after deniang?

On the paper registrations it will have the alcohol questionnaire. If the patient has only filled out the
small questionnaire, then use the drop-down selections to add the scores the patient has written down
and then press the calculate button to calculate the Audit-C score automatically. If the patient does not
drink alcohol, then tick the Teetotaller box. If the pt has done the large questionnaire you fill it out the
same way but with page 6 of the paper registration form.

Once you have completed this page go to the Family History Page.
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Family History:

e — - . v gy

ummary  Consultations  Medication  Problems Investigations  CareHistory Diary Documents  Referrals | New Consultation 2wl
X v
Seve anced  Spell
Templste Jfemplate  check
Template
SR -14  Reformis -4 (4) <40 Mediine -4 (%) -1520 (57) Tasks -8 (2)
New priority Workflow Items received - Medicine Management x
PAN, Peter (Mr) Born  13-Dec-1999 (23y)  Gender Male NHSNo. Unknown  Usual GP CONSTANTINOU, Anna (Dr)
View -> My Record « New Patient Template (Reception Admin) (v16.7) (Ardens) | ¢
My Record Pages « | Family History
All Records 5 Please record significant family history here:
egstration Admn [ No significant family history
izl Hit
FH of heart disease v
Ethn ! :
Other FH: I 13|
Langu " A FH: Asthme
8 FH: Hypertenson
C FH: Dabetes melitus
D Famiy history of cerebrovasculsr accident
Next of 1G £ FH: Rheumatod arthritis
F FH: Cancer - *
f G FH: Eplepsy
o arty Access
Lfes
Extamal Views GPPAG H
= 1
£ Alcohol screening
«f EMIS App Library i
= I GP Connect
PDS Synchronisation failed mdy ieton;
P 5 G o PAN, Peter (Mr} { ¢
/\ Men ACW and Y Vacanation ]
A\ 1st MMR vaccnation {
() COVID-19: Elgble for vaccnation  §
{
il
Latest Contacts |
OLE (3 SystemsSupport |  STEADMAN, Lawren(Miss) | Organisation: Claremont and Holyport Surgery. | Location: CLAREMONT SURGERY | ¢ InConsuitation 1 aie

Using the information on the registration forms you can fill some of the family history you will
usually find by using the drop-down selections. Any that are not on this list you can fill from the
family history tab in the consultation after the template has been saved as shown below. If FH heart
disease, do it the consultation after the template has been saved.

Family Histoey -
*  FH: Asthma Famidy mamber: Aunt If the patient did not write any
¢ cardf family history on the registration

3 v asoud ' 3 .
e st it form use the tick box for ‘No

Significant Family History.’

No Rt Cardivasoudar disease

No family history of cardovascular acodent or stroke

FH: Cardicerryopathy

P Mpestrophic obstructive cardionmyopathy

Family Mgty of Cardiovasoular daease in fest degree male relatrve less than 55 years of age
Family Mstory of cardiovascular dsease in first degree fomaly relatrve less than 65 years of 3ge

FH: cardac disorder

Codes:

Diabetes = FH: diabetes mellitus Thyroid = FH Thyroid

Asthma = FH: Asthma Kidney = FH: Kidney Disorder

High BP = FH: Hypertension Epilepsy = FH: Epilepsy

Cancer = FH: Cancer Learning Difficulty = FH learning disability

Heart disease = FH: Cardiovascular Disease
Stroke = Family History of Cerebrovascular accident

Once you have completed this section make sure to save the template by clicking the save template

shown in the red circle. This will then go back to the main consultation page with everything you
filled out as shown on the next page.
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Summary  Consustions  Medcebon  Problems  imvestgmiors  CareMatory  Diry  Documents  Refomals | New Consuttanon ~ el

T‘B X Concel - RFe B A @) E = = Q 3
Conkdertiohly s R ‘i;o«..x Lawres (M) _ u..) e o .
Next Ordire Creste _ Medcabon aaira Soeh hormaton Lestets _Locdl
roblem <" Sharing - Vbl T SURGERY y..,,‘,, -wcm—-— ok RegmeRevew gt  check Serviom
Pavert Fa Uan Corstien Face et Pt | Sells Sexrce Cpee
SR -14  Rafemals -4 (4) Do -40  Medcne -4 (4) -1520 (57) Tasks -8 (2)
I Newprionty Werkdlow Ttems cecened - Medicine Management x
Adive ¥ PAN, Peter (Mr) 13-Dec-1999 (23y) e NHSN CONSTANTINOU, Anna (Dr)
View -> My Record «  Consukation 1. <MNo Problem> O » Summary
Record Broblem addryeal x Diary
All Records Mster * Template entry - EHR compostion type New patieat tempiste v16.7 by Ardens-Q L1 Pethioms
Examination * Pament allocated named sccountable general pracitiones
Eamily History *  Informing patient of named accountable general practtioner
Social * White: Englsh e Welsh or Scoftish or Northern Irish or British - Englond and Wales ethnic category 2011 census
Comment *  Consant gven foe communication by tot messaging
Medcaton * Consent gaen for communscation by emal
Follow *  Bxpress consent for core Summary Care Record dataset uphoad
Procadure * Weight monitoring Current weight 60 kg equates to 9 &, & B. Based on the height entry (159cm, 22-Feb-2023) & heaithy weight s lkely to be 47 - 6349 (7 22, 6B
Test Request » 95,130
fefermal » Socal x
Decument » * Current smoker 5 /day
Afergy * Alcohol consumption 4
Examination x
*  Body weight 60 b

* Standing height 150
* Body mass ndex

=
.{ Famiy Mistory . x
of EMIS App Library o Pz Asthma Foméy member: Aunt

PR F: Cardiovasculor dsease Famdy member: Father |

POS Synchronisation faded

PAN, Peter (M) | &
A Men AQW and Y Vaconaton {
O 1% MR vacematon ‘
Med]
—=~{| L COVID-19: Egble for vaccnatico \

I Summary
) Rescorce

fest Contacs Summary @) U@) Datated

00T (5 Systemafopport | STEADMMN Missi | Ovgansason: Claremont and Holypart Sumgery | Location: CLAREMONT SURGERY | o I ConsuRaten e

4
Add any family history you could not add before in the consultation before you save the

consultation.
Once completed press the save button. Once you have saved the Pt’s consultation tab should look
like this:

- B L — T
oms
Sowmary | Corsumtoes | Medcabon Fiotlems  westgmson| | CoeMsiry | Dary  Documests  Referrals

@i‘:.:?m = i 7 L% @ B 3 IF NEEDED - Cervical Smears- go to
: . = e care history and press add code.

SB 14 Bafeol -4 (4) Oocemants 40 Madcne Maaoewct -4 (4)  Beamatien -1520 (57) Tnks -8 ) Type in Cervical Cytology test. Add
» New priomty Woddlow Items recerved - Mediane Management X . .
the date on the Registration form
Adive ¥ PAN, Peter (Mr) 13-Dec-1999 (23y) 3 . NHS N J GF  CONSTANTINOU, Anna (Dr)
and press OK.
View > My Record . Date Navigater Date Consutaton Text Starus
My Record = 2023 (3) 22Fe5-2023 1010 ARy Conmutation STEADMAN, Larwn (Mss)
All Rocords = Feb (3) . Patient moble telephone mumber 0 ™

22nd: [LSTEA] accuRx Consultation SMS Lext MessagR sent 2o A
22nd: (LSTEA) accuRx Consiltation
22nd: [LSTEA] GP Surgery

22.F¢5-2023 10:07 accuRx Corsutation STEADMAN, Lawren (Mss)
Smoking cessaton advice
Patent moble telephone eseber 07538857740
SHS text massage sent to 2D

2=

GP Surgery (CLAREMONT SURGERY) STEADMAN, Lacren (Mss)
= Body weght 60 k5 « Standing heght 159 cm « Body mass ndex
< Famiy Hstory FH: Asthma Famdy member: Aunt « FH: Can
o EMIS App Library
= b GP Conmect

0 patient of named accountable general practtiones » White: Engleh of Wekh
. e categacy 2011 canus = Consent gven for communcation by text mesgng «
Consant ghven foe COmAUNKAton by emal » Express Consent for coce Sumrmary Care Racocd dataset

uqrme—x

POS Synchreaisabon faed

205 t0 9 52, 6 b, Based on the h

PAN Peter (M) (&
Men ACW and Y Vacenaton \

A 152 M8 vaccnaton \
) COVID-19: Eigbie for vaconazen 4§

Problers .
D3 [ SememaSoocn | STEADMAN Lacrss (Miss) | Oroaeisation: Claremont and Helypon Susgery | - Location: CLAREMONT SURGERY 4 of Avadstie 1 Ak

Make sure the PDS is Blue (peter pan is a dummy pt hence red)
The final thing you need to do to fully complete the registration is to text the patient on AccruRX. Please
follow the information on the next page to ensure the patient receives all the correct information.
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Texting Pt to complete the Registration:

This is done to ensure the patient is informed of who their allocated GP is. This will now also be used
to collect copies of immunisations (for under 16s) and Photo ID for online services (NHS App).

All patients will be sent either one of these two templates:

e New Registration Claremont — for Claremont
e New Registration Holyport — for Holyport

Created by your practice

Registration Claremont

New Patient Registration Claremont Preview
Registration Holyport
New Patient Registration Holyport Preview
Compose a message - 0O X
PAN, Peter (Mr)
NHS: Unknown DOB: 13-Dec-1999 (23y) Gender: Male
To: 07538857740 Consent @  Mobile v
£ New Patient Registration Claremont X| v
Informing patient of d ble General Practitioner SNOMED code will be
added to the record
523/612

Hi Peter,
Welcome to Claremont and Holypart Surgery, you are now a registered patient
Your usual GP is Dr Constantinou but you are welcome to see any clinician.

To enable us to setup your Online Services, please respond to this message using the link
below with a copy of your Photo ID e.g. Passport

Join us Online: www.mygpweb.co.uk
Join us Facebook: www.facebook.com/glaremontap

& TO RESPOND, PLEASE FOLLOW THIS LINK
flink will autogenerate here]

Thonke Dationt Corvirae Toam

Allow response to:  Lauren Steadman (unknown location) v

+ @ Savetorecord [T ET TN

@ Lauren Steadman Location: (unknown)

From March we will need photo ID for online
services only to ensure the patient is the one
receiving access to their electronic medical
records

Make sure to change who the response
goes to. It needs to go to the registrations
folder in the Teams Section of AccruRX. This
will make sure that whoever is in the group
can see the Pt’s photo ID to add online
services. (Look at the Online Services
Guide to add online services onto the Pt)

Smoking
Single Skin Lesion

Secretaries

Registrations

Reception
Pulse Oximetry
Sore Throat
Prescriptions

Practice Floreys

POP
Allow response to: : to se 3 ] tea ~
+ @

Save to record @

Once you have changed who the response goes to send the message to the Patient.
If the Patient is under 16 then follow the next page. If they are not, then the registration is

complete.
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Under 16’s:
Under 16’s will need to be sent the New Patient Registration Text AND New Registration Imms text
(under 16)

If you are following the guide,
you should have sent the new
All Templates ) Florey Questionnaires & Pathways Browse patient registration text
already and now will need to
send the immunisation text
_Registration sent.

New Registration Imms text (under 16) Preview

S} | x ~

Created by your practice

Registration Claremont

Mew Patient Registration Claremont Preview
Registration Holyport
Mew Patient Registration Holyport Preview

+ Create and manage templates

The text will look like this:
Allow the response to the nurses’ box on the Teams
section. This will allow this information to be saved
PAN, Peter (Mr)
NHS: Unknown - DOB: 13-Dec-1996 (23y) - Gender: Male onto the notes and coded correctly.
Send the text to the Pt.

Compose a message - 0O

To: 07538857740 Consent &  Mobile

£ New Registration Imms text (under 16) X v Secretaries

Prescriptions
SMS sent to patient SNOMED code will be added to the record

Practice Floreys

490/612

Hi Peter,

FOP
To have accurate and up to date records we need a copy of your immunisations. These can be
found in your red book or with your previous surgery. Please send us a copy of your PHQ-9
immunisations by responding to the link below with a Photo of the relevant information.

Join us Online: www.mygpweb.co.uk Pharmacy
Join us Facebook: www facebook com/glaremontan I MNurses
& TORESPOND, PLEASE FOLLOW THIS LINK Medication Review
[link will autogenerate here]
Thanks, Patient Services Team Pre-Travel
Online

Allow response to:

Allow response to:  Lauren Steadman (unknown location) ~
+ @& Save to mom@
@ Lauren Steadman Location: (unknown

Once this has been sent the registration is complete.
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Common Mistakes:

Common Mistakes

Issues it can cause

Re-registering patients with the re-register
button

Does not go through to SPINE so registration is
not done correctly (On Spine not our Pt). Will
need to be deducted and reregistered.

Making a pt temporary instead of permanent for
a permanent patient

Cannot be changed to permanent until the
temporary expires, cannot do referrals etc.

Not checking SPINE for the pt/not checking
properly e.g., not writing DOB like this 01-01-
2023, SPINE is fussy.

Can lead to duplication of NHS numbers so
cannot get the pts full medical records easily.

Not using the drop-down selections when
supposed to

Leads to amendments, pts not being registered
correctly, in some cases needing to be deducted
and re-registered

Practice Boundary not being used/not being
used when pt changes address

Patients who are OOA being registered. OOA Pts
will not be able to receive home visits etc

Royal Mail Postcode finder not being used on
new and previous addresses (incorrect
addresses, addresses written on wrong lines,
postcodes wrong or not added, Drop-down box
not used for county)

Registrations will not be added properly to SPINE
(On Spine not our Pt), Registrations locked so
cannot do any prescriptions may need to be
deducted and re-registered if address is done
incorrectly.

Families having addresses spelt wrong for each
of them/not being linked correctly

Harder to find on the system, address may be
incorrect (see issues for RM postcode finder not
being used)

Names Spelt wrong

Will need ID and Proof of name to change. ID/
Proof does not need to be scanned on, only
documented it has been seen in the notes.

DOB wrong

Will need ID and Proof of name to change. ID/
Proof does not need to be scanned on, only
documented it has been seen in the notes.

Addresses being changed without evidence
(after the patient has been registered)

Will need Proof to change and change of address
form completed. Proof does not need to be
scanned on only documented onto notes that it
has been seen. COA form will be scanned onto
notes.

UK number not added

Will not be able to contact Pt.

Wrong Registering GP

GP’s getting more patients on their list than
supposed to

Families not under same GP

Harder to find on the system/babies need checks
with their GP so easier for both mum & baby to
have the same.

Consent SMS + Email not added/added
incorrectly

Pts may not want us to text/email goes against
their wishes. Can lead to complaints etc.

GP Links page not being done

Does not go through to SPINE so registration is
not done correctly (On Spine not our Pt). Will not
get any records (paper or GP2GP) May need to
be deducted and reregistered.
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Wrong Presentation Type

Can lead to duplicate NHS numbers, no medical
records, Pt’s not registered properly on the spine
so will need deducting and reregistering.

Previous GP address written in instead of Pt’s
Previous address

GP2GP not coming through, pts not going
through correctly on SPINE

Pt’s NOK/Emergency Contact not added

We have no one to get hold of in an emergency

Pt not allocated/informed of GP (no text to pt to
inform GP)

Pts must be informed of who their usual GP is as
per guidelines

Not texting parents to send link of immunisation
history of pt

QOF not being done as we do not know pt’s
vaccination history.

Pts main language/if interpreter is needed not
added

Leads to waste of appointments as pt will need a
double appointment to speak to clinicians. If we
do not know this info, we cannot sort out a
double appointment.

No text with link so pt can respond with copy of
ID

Pt will not be able to get online services (see
online Services Guide)

When looking for babies on the Spine trace and
portal writing name on reg form

Babies will be on the spine as Baby, (mothers last
name) and all have NHS numbers if name is
different on reg form look this way first.

Babies not registered same GP as parent, usually
mum

Need checks together, should have the same GP.

Photocopying Identity documents

It is against the law to scan/photocopy identity
documents including Passports, Driving licence.
We can not ask for ID at the point of registration
only online services. Please look at the online
services guide for more information.
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