Online Services (NHS App) Update 07.02.2024

Online services are the patient’s electronic record that they can see on the NHS app. From March 2023 we will
need photo ID (e.g., Passport, Driving License) to allow a patient access to these records and we can only
promote the NHS App. By law we cannot scan, photocopy, or save identity documents.

For Patients over the age of 16 we can allow them and someone who they have consented to (in writing)
access to medical records

For Children, we can allow parents access to the child’s record (Proxy Access) up until the age of 11. Once the
child is over 11, we will need consent from them in writing for the parents/carer to have proxy access.
UPDATE — Anyone on the NHS app will now be able to see everything on their record including documents
and consultations.

How to Add Online Services:

As we need to see the person who wants access to online services to verify their ID they will need to fill out the
new paper form. The paper form will have all the information you need including what type of Identity
Document was seen and who verified it.

Paper form: Create a new consultation (on the date the ID was seen) in EMIS and type in that ID has been seen
for online services. Press save and start the online services process shown below. This online services form can
then be put with the registration forms for scanning. Photocopies of ID are not allowed under any
circumstances.
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From this page you need to go to the Online Services tab as circled above. This will take you to the
page as shown below. (Please note this pt is brown on the tab instead of blue as they are a dummy
patient)
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This is the online services tab from here you need to add online user. This will bring up two options:
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Add Current Patient:

This is for the actual Pt who wants access to their
electronic records.

This for people who are not the patient but have
been given consent (In Writing) by the patient to
have access to their electronic record.

Once you have clicked on add current patient the screen shown below will pop up.
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Once you have this screen click on
the add button. This will give you
3 options to choose from

o Cangnl

Identity document — Add/upload an ID document provided by the
patient. We do not use this option as ID should not be saved onto
the Pt’s notes only documented it has been seen in the

consultations.

Personal Vouching — Vouch for the patient if they are known to
you. This is not the one we should be using for online services.

Information Confirmation — Record details of an identity
document, e.g., passport and number, without having to scan and
upload the document. This is the one we should be using for all

patients.
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Press the information confirmation button to get to the next part shown below.
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As you would have seen the
copy of the ID on the text
message you are the person
to confirm the Pts identity, so
you do not need to change
this part.

In the additional information
section type in what photo ID
has been seen e.g., passport,
driving license, Pass Card.

once you have completed
this press save to get to the
next part.

This is how the screen will
come up after you have
pressed save on the previous
section.

Press Next to get to the next
page Access.
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Access:
When you get to this page you do not need to do anything except scroll down to Record Access.

| Oriine user x
3 13 Verification = | Omline user: PAN, Peter (Mr)
Access @ | Linked patient
Patient PAN, Peter (Mr)

* Relationship to patent  Seif-association

Services

[s# Appointments

[+ Repest preseriptions
[ Messagung

[+ Demagraphics

[+ Onlire Trage

Mo care recond access
Disable all care recond access

Onling user will not be able to acoess the patients care necord data online.

Core summary care record
%) Use core summary cane necord settings

[ B ' oK | [ conems |

. No care record access: Does
Online user x
1D Verification ) | Online user: PAN, Peter (Mr) /nOt a”OW the Pt to see any Of
Access © their care record. Do not use

[] Online Triage

Record access
No care record access
Disable all care record sccess
} /.

this one.

Core Summary record: Only
gives access to the Pt’s
medications and allergies. Do

Core Summany care recard will give the SARNRE uSEr BECEss 1o the patients medications and aliergies. not use th is one.

Onving uddr will ROt e dbie 1o 300ess the patients cane récord dats onling,

Core summary care recond
® Use core summary care record settings

Detailed coded record
Use detailed coded record settings

wDetailed Coded Record: This is
|| the one we use.

Show all from

Show all record, but only show decuments and free text from

Customised scoess
Use this option when you want to hide or show specific parts of the care record, Allergies and @) Use detailed coded record settings
-

medication are mandatory for customised access.
' ® Showallfrom |31-0ct2023 [

For this part you need to select two things: TRegistration - %
o Use detailed Coded record Settings.
e Show all from. The date we are using for this is the 31.10.23.

[

How do you want to ssue the PIN document?

Without a PIN document, the user cannot sccess Onling Services.

Once you have completed this press OK. This will bring up a pop up r-? Email
that allows you to email the Pt their pin to access online services. This
is now complete. ”? Print

! Both email and print
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Add Proxy User:

Once you have clicked add proxy user you will need to do the online user trace. Type in the family
name, given name and gender (from the drop-down selection) and press find.
If they are an online user or one of our patients, it will show below.

Oniline user trace
Select an existing online user.
Teadh Critedia

= Farmily name mouse * Grett et Srhiy

e :

Date of Barth E Pogtocds Ascgunt IR

Ol user :':| Local patients (1)

Hame ¢ dddress &ccount 1D S Date of kerth  &ocount Stasus

BACHISE, Mickoey (M) ISI020T4136  Aale 06-Rug-1072  Live

Miomn Bouse, Cheese Lave, Molbpsood. 5LE 2LP

——
) you don't see the online user you're looking for, you -:a-(:'- R -} thems
Link Cancel

If you find the online user, you are looking for click on them and then press link. If you do not, then
create a new account for them. The create a new account will ask for their details e.g., name, gender,
email address. Once you have pressed link or create a new account you will see the screen below.
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If they are a new online user e.g., you
just created their account, or they are
one of our patients who does not use
their own online services you will
need photo ID. You do not need it
scanned/saved onto the notes just
documented that it has been seen in
the consultations. This is done the
same way as adding the current
patient’s access by using the
information conformation section.
Once you have completed that then
you can press next to go to Access.

If they already have identity documents like MM then press next to go to Access.
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Access:

Oxfre woer This is how it will look when you
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1D Verification

Access

Legal basis

Online user: MOUSE, Mickey (Mr)
Record access
Mo care record access

() Disable all care record access

Online user will not be able to access the patients care record data online.

Core summary care record

() Use core summary care recard settings

Core Summary care record will give the online user access to the patients medications and allergies,

Detailed coded record
(®) Use detailed codad record settings

31-0ct-2022 @

@ Show all from

) Customised access

Use this cpticn when you want to hide or show specific parts of the care record, Allergies and

medicaticn are mandatory for customised access.

) Show all record, but anly show documents and free text fram 1l

Services

| Allergies (Mandatcory)
| Medication (Mandatory)

|” Requested

|” Requested

| Back | i Next } |

OK | | Cancel

This part is the same as adding online services to the Current Patient
Click the detailed coded record and click the show all from and add the date 31.10.23.

Once this has been done press the next button to go to legal basis.
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Legal Basis:

This is to ensure that we are legally allowed to give access to the Pt’s (In this case Peter Pan)
electronic record to the proxy user (in this case Mickey Mouse). You must fill out this section for the
proxy access to go through. The page will look like this:

Onliree urser
D Venfication
L]

Legal basks

<

(20| Onling usar; MOUSE, Midkey (Mr)
Lepal biases
Aoedd 19 the follsnng tervdes on PAN, Peter (Me's scogun have Been reguetbid. Legal badd o nesded ks
MOLSE Mickay (Wr) b5 seoett thiie vervces
* Appoiniments Allgw aogedd Repect % Degide later
* Repeat presoriptions Allgew BOCEES Raject & Diecide later
* Demographics Allow access Reject (% Decide later
* Onling Trisge dllow access Reject % Decide later
= Ditaibed coded rigoed Allow access Reject  (® Decide later
dillergies
Rl aban
Labarpdory Test nesults
[ TR F TS
Froblenns
: i) ihat o legel Bages?
Previously added légal basis
Legal basis brpe Mathad Additmanal rdgrmanen Dinte
Back 0K Cancel

For the First Part you allow the proxy user access to the parts shown above by clicking the allow
access boxes.
You will then need to press the update legal basis button. This will then allow us to explain why we
are giving proxy access. Once pressed this page will come up:

Online user x
ID Verification ol onling uear: MOUSE Mickew (e
| Add legal basis x |
Access [ 1
Legal basis options.
Legal basis
* Legal basis type '
* Method
Date
* [ o]
* Lgal Baks type | Explcit coraent Y
* hdgthad | Explcit corment |
down box.

The legal basis type is the
reason we can legally give
proxy access.

Method is the way we received
the consent to allow proxy
access.

The Legal Basis type will only come up with one
option — Explicit Consent. This means we have
consent (with proof) from the patient to allow proxy
access. Press the explicit consent from the drop-
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Legal & o .
atata For Method it will come up with two

options — Written and Verbal. We will
be selecting Verbal. This is because with

Wristen written we will have to add a document
"“—I that we will scan on anyway. This avoids

duplication of work.

® Legal basa Brpr | Eapleilt oondent

" Wethod

Once this has been completed press next so it will
take you to the page shown below:

O=

Add legal busis “ In this additional information box, you need to write
ddditional infarmation in that we have received written consent from the
hetter dated 28.02.23 received from pt consenting to MM havireg Sccess io acoount patient to allow proxy access and the date.

You can write it however you would like but we need
to make sure it has we received a letter of written
consent and what date is on the letter.

This letter will then need to be put into the scanning
tray to be scanned. (Admin- Only needs to be filed
onto Pt notes)

Once this is complete press save, it will take you to
the page below.

i | For this page all you need to do is press OK and send
the Email for the PIN to the Proxy User.

Omiret war |

T et n Onling wsr; HOASE, Mickey [Mr]

oo Ligl basst Ragistration
Rl barsks ] =

How do you want to issue the PIN document?

Without a PIN document, the user cannot socess Online Sennces

o lrgal Baun equened

E Ermiail
Prievaousdy wdded bogal bass
L 5 Print

epl binia g Wathod Adjhorgl wdoengion T
Raphrit § covadne Vet ke cnbd TRCT T serbaend droem pa ron -?
. ? Both email and print
Back Cancel

| | Cancel

Once you have sent pressed email the Proxy user will receive the Pin
to the Current Patients Online Services. This is now complete.
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