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Background

Over the last couple of months, there have been some changes in smartcard roles. This
is due to old smartcards role coming to an end. These entries were generated by an old
system, while the new roles that the RA team have put on to the smart card should not
run out. Unfortunately, this means that you might have had a team member in your
surgery that had one of these old profiles, which the RA team have now updated. This
may mean that their old role may now be archived off and you may be set up with a new
log in, that does not have everything set up. This guide will support you with updates
required.

Support

If you have been through the manual and still have questions, concerns orissues,
please do not hesitate to contact the NWL Service Desk cia the Self-Serve Portal: Click
Here

Not Exhaustive List

This manualis not an exhaustive list of items that may have been affective. You might
find that there are other parts of the system we may have missed. If you do find these,
please let us know, so we can update this
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SystmOne User Accounts

Once a user’s smartcard has been reinstated, a new user profile will be created in
SystmOne. and the existing profile will have been Archived (moved to the Archived Staff
tab of the Staff & Organisation Setup screen)

The new profile will require a previous setting, this guide will enable you to check and
set the settings to the new profile and remove the setting from the existing account

Firstly, we will need to unarchive the user’s existing account to capture previous settings
to enter into the new profile.

Unarchiving a user account

Navigate to Setup > User & Policy > Staff & Organization Setup from the main menu

e ey me o eee e e e ey . ———

Setup | Links Clinical Tools Workflow User System Help

Users & Policy > v, Staff & Organisation Setup

Prescribing > v StaffLeave '
Vaccinations > Staff Shifts [.
Appointments > Public Holidays & Closed Days...

Select the Archived Staff tab and click Yes to confirm that you want to continue.
Select the name of the former member of staff and click Unarchive Staff.

Click Yes to confirm that you want to continue.

The staff member is reinstated to the Staff tab of the Staff & Organisation Setup
screen. If you cannot see them, click Refresh or press F5 to update the screen.
5. Once you have unarchived the user, GP codes, National ID, PPA IDs will need to be

PoObd-=

removed from this existing account and re-entered into the new profile.

ICE

If a GP requests into Hillingdon Hospital and has lost access to ICE please use the
access form below with the GP details including GMC and GMP number for access to
be re-instated.

If you request into any other Hospital Trust and are experiencing any access issues,
please use the contact email addresses in the below form to contact the relevant Team
for investigation.

g

NHS_North_West_L
ondon_Radiology_a
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Prescribing
You may find that a user does not have a PPA ID on the log in.

If auseris a GP with a PPA ID, you will need to remove it from any other users that use
this, in order to change it to a new GP, for example prescription clerks.

Once you have removed the PPA ID from other users, you will need to make a note of the
PPA ID that is on the old log in and then remove it. You will then need to add it to the new
login. You can then re-add this to the other users by click on the “Using PPA ID” button

7 Amend Staff Details

Global Settings | Local Seftings | Local Access Rights | Skill Sets Additional Details

Additional Languages
Employment Details

“Employment role Q X  Systems Support Access Role -
Telephone no. f ext.

Pager number

Employment start date 210ct2016 -

GP local codes Edit Local Codes
PRAID Caseload Prescribing
Using PPA ID “ Clear
Using GMC Number Set Clear

Freferred appointment duration 10 5  Minutes

Start/end location tl ‘EI

Activation
Logoen at this organisation iz enabled
E] Automatically disable this logon if not used for 56 hours (this number can be changed via preferences)

This logon will not be disabled automatically Reset Timer
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When checking a GP role, you may also need to make sure that the Local Code
(Capitation) is moved across. To do this, go into the old log on, and go to Local Settings.

The local codes will show.

ocal Access Rights | Skill Sets | Additional Languages | Additional Det

Employment Details

Employment role
GP Connect role
Telephone no. f ext.

Pager number

Employment start date

C, X GP Parner -

04 May 2016 ~

GP local codes

BD 253, Z73 121, LNB 313, Q32 11 I Edit Local Codes

PPA ID
Using PPA 1D

Using GMC Number

Preferred appointment duration

Start/end location

Lrtivatinn

512124 Caseload Prescribing
Set Clear
Set Clear
10 2 Minutes

&

il

Click on the Edit Local Codes button. The Dialog box will show. Make a note of the
health authority and the codes, as you will need these to put on to the new login. Once

you have noted them down, you can either click on the remove button, or just delete the

codes out of the boxes.

Health authority 4, 3¢ Bedfordshire (BD) -
Health authority 4 > Training Ha (ZZ3) -
Health authority Q X Redbridge and Waltham Forest (LNB) -

Code 253

Code 121

Code 313

4

Health authority Q X Yorkshire and the Humber SHA (Q32) Code 11

Add Remove

m Er=z

Once you have completed this, you can now re-add them on to the new logon.
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Organisation Preferences

1. Toaccess Organisation Preferences, you will require System Administrator
access. Select Setup > Users & Policy > Organisation Preferences from the main
menu.

Linkz Clinical Tools Workflow User System Help

Users & Policy

¥ r};{; Staff & Organization Setup

G

Prescribing
Vaccinations
Appointments
[ata Entry

Data Qutput

> | N StaffLeave

> Staff Shifts
» Public Holidays & Closed Days. ..
> Organisation Details...

* 'ﬁ' Organisation Preferences...

Reference > Configure Cazeloads...
Referrals & Letters ¥ Configure Teams
Mobile Working & Integration > Organisation Groups

2. Find all settings in organisation preferences using Search.

Organisation Preferences

earch Clear

+

+

+

+

+

-

+

w

+

+

A L Appointments

Appointment Bookmarks
Appointment Configuration
Block Appointments

Booking

Days & Times

DNAs

External Appointment Booking

Flags

# 3 GP Connect

+ Provider

* Consumer

~ [ Letter / Label Printing

Miscellaneous
Patient Appointment Links

Patient Check-In

hd @ Patient Call Screen

Remote Booking

Rota Reminders

Select a specific page of settings to configure from the tree on the left

Restore Defaults m Cancel
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Referrals Out

1. Access the Referral Out (as shown in screenshot below) by either:
2. Expand Clinical Policy and select Referral Out
3. Type Referral Outin the search box and click Search
4. Select the Referral Out node from the left-hand side.
5. Select Add User
6. Select Staff you would like to add by highlighting their name
7. Click Ok on the select staff screen
8. Click Ok on the organisation preference screen to save.
¥ Organisation Preferences X )

Referring Staff

Enter text to search Search Clear
Add User | Remove User

V g Privacy Officers Staff Member v V Role
Duty Doctor GP Partner
¥ Problems Nurse Prescriber1 Nurse Prescriber
QoF QOF Mrs Receptionist Reception Receptionist

4= Referrals In

I =$ Referrals Out I

!! Reminders

B, Sharing

@ Tabbed Journal
E Tree Colours

,‘ Tree Configuration
3 Referring staff

3‘}1 Tree Shortcuts

General
" Vaccinations Receive tasks when electronic referrals are accepted (doesn't apply to Communication Wizard)
¥ Cinical Reporting Receive tasks when electronic referrals are ended

- .
€ Contact Tracking [] send tasks for unacknowledged referrals

’\ COVID Véccinations Generate task if referral is unacknowledged for weeks

¥ Device Approyal Local Telehealth Senvice

Vv 31 Dispensing & Stock Control Test

Restore Defaults B Cancel

+ DolLS
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NHS 111/GP Connect

If your GP is the main GP in your surgery, you may need to re-adding them in to the
Registered GP and the Usual GP areas within the GP Connect Provider.

1. You will need to search for “GP Connect” in the search pane or find it under the
Appointments folder.

Organisation Preferences

on arota thatis bookable via GP Connect.
Enter text to search Search Clear
+ Slot Type Status
. - ; ; .
A 0 Appointments & MNHS111/CCAS Only organisations that meet a specific rule can book into 1
+ Appointment Bookmarks ﬂf
+ Appointment Configuration
+ Block Appointments
+ Booking Organisation and organisation type specific rules for slot types.
+ Days & Times + Type Rule Mame Slot Type Number of Appointments p... =
m Organisation Practice Plus Group Hol.. *NHS111/CCAS Unlimited 1
+ Das Organisation Trust Hq *NHS111/CCAS Unlimited i
+ External Appointment Booking
+ Flags
# | g GP Connect
I + Provider I - GP Connect Staff
[:] Only allow consumers to book into rotas assigned to staff with a GP Connect role
+ Consumer
& | statf Member GP Connect Role
w f_g' Letter / Label Printing Prince Aladdin Clinical Psychologist
+ Miscellaneous Princess Ana General Medical Practitioner
lan Beale
+ Patient Appointment Links Bella Beauty
hd Patient Check-In Sleeping Beauty
@ Patient Call Screen r Default GPs for patients registered via third party
*+ Remote Booking Registered GP  CWHHE Training Pooled List -
*+ Hota Reminders Usual GP Phillip Martin A
Restore Defaults E Cancel

2. Once you have done that, you will need to use the drop down to add the new
login to this screen.
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User Groups — Adding a user to a group

1. Accessthe User Groups (as shown in screenshot below) by either:
a. Locate User Groups
b. Type User Groups in the search box and click Search
2. Locate the user group you would like to add users to from the left-hand side
3. Select the tick box next to the staff names to add the user into the user group
from the right-hand side.

T Organisation Preferences X
user groups Search Clear Once you have disabled user group functionality, you will not be able to re-enable it
[] Disable user group functionaity
al !] Clinical Policy
New Group Delete Group Convert Group to Team Selectthe members of the Administration user group
g Countersigning
 [i3] user Groups [ Hide staff not in group
# Y% Oniline Services =
+ Administration | Staff Member In User Group ~
+ Online Messaging « Al Clinical Prince Aladdin
+ User Groups I + Al Staff Andrew Clark
* Appointments Ben Clark
+ Care Navigator Miss Ceris Clark
\ ore Mr Fred Clark
* GP2GP Miss Gail Clark -
¢ Jina Admin :n BE;IE D
ella Beauty
* lina GPs i uty
Sleeping Beauty a
¢ Link workers
+ Management
* On Line Prescription Request
+ Receptionists
¢ secrelaries
v |-I| Staff Members
B - =
118 Staff members
Restore Defaults. Cancel
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Teams

If you use teams instead of User Groups, you may need to be re-added to the team.

To do this go to Set Up, then Users & Policy and then Configure Teams.

I§&tup ‘inl_as Clinical Tools  Workflow User System Help

ﬁ | Users & Policy I ? o Staff & Organisation Setup

4 Prescribing > | &% StaffLeave

ﬂ Vaccinations > Staff Shifts
Appointments > Public Holidays & Closed Days. .
Data Entry > QOrganization Details...

1 Data Qutput b 'l:l' Organisation Preferences. .
Reference > Configure Cazeloads...
Referrals & Letters > Configure Teams
Mobile Working & Integration > Organisation Groups

The screen will change, and you will be able to click on the team you want to add the
person to and then click on the Edit Members button.

New Team = Amend Team Delete Teaml Edit Members | |Delete Member

+  Admin q X

+ Clinicians Name

+ Phille Team Mz Charlette Appleton
+ Training Bella Beauty

Sleeping Beauty
Mr Simon Benge
Sarah-Jane Gray

The dialog box will appear, and you simple move the team member from the left to the
right using the arrow buttons. Once you have done this, click OK.

Edit Members >
Do not add team members to parent teams.
Q Available Staff Team Members
Name Name
Aa Charles Bella Beauty
AaUser Mr Simon Benge
Adebisi Durotolu M= Charlette Appleton
Andrew Clark, * Sarah-Jane Gray
Bb Charles 4 |Sleeping Beauty
Bb User
Ben Clark
Cc Charles
Cclser
111 Rows 5 Rows

m Cancel
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Tasks

Making sure that they look at all the tasks

1. Navigate to the task Screen, select Workflow> Task List from the main menu.
Please ensure you view all tasks associated with previous profile.

sl Workflow |u5'.er System Help

?]  TaskList CirlsT |€

Y

Task Audit for archiving

1. Navigate to the Task Report, select Reporting > Miscellaneous Reports > Task
Report
This screen allows you to generate a task report for the archived user.

Recal Letter Genaralion

=4 riin Audt Setu Links Ck
udt =ep ks LW o ad Hoc Pafient List

(=) Cagitation Report T Test Patierts

mmunisation Target Report
pisation Target Repo 5SS Detals Report

Incompiete H.EQIB-‘II'H[K]I'IS I
App Netificatien Repart

ncompiete Baby Registrations

FP34PD Yaccinstion Repart
?" Clinical Reporting Electronic ellow Card Search
Batch Reparting Electranic Fraity Index Repart
I QOF  QOF Indicators Equipmerd Repart
QOF Tools E] Staff Leave Report
Q GPES Extract Viewer 'Vaiting List Repart
MAT DES Reports GPwEl Report 1
| f- PR — i Record Restrictions Report
| NDTMS Exract Suesfonnae Sxpert |
Stop Smoking Services Return Thok Raport

Unconfimed Medicaton Report
Referral Tracking ¥

Sehedued Appointments Fepart
E Mscelancous Reports ¥

Remaved Dupicats Vaccinations Report
Randomised Groups 4 Dup =

Repeat Dispensed Medication Report
Dashboards and Visualisations » P "

FGM Repart

Schedulable Care Plans Not Linked 1o & Referral

Communications Annexe Scheduled Messages
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Capitation Lists

You might also need to check that patients are registered to the right person.

1. To do this, go to Reporting on the menu bar and then Capitation Report.

Appointments | Reporting | Audit Setup  Links Clinical Tc

Q @ Capitation Report ™

lrmrmmn smim mbimm Toarmat Mot

2. The screen will change to show you your capitation, and if there is an issue, it will
show like below:

Run Report = Print Report

Heatth authority &, > Unknown HA - Report as of Tue 11 Mar 2025 -
site Al Sites - Age bands 0-65, 66-75, 76 + A Restrict to full GMS Patients onhy
~ g Unknown HA Total Capitation for Unknown HA
+ Mr Simon Benge Age Range
+ Philip Martin|(MISSING LOCAL CODE) 0-65
+ CWHHE Training Pooled List 66 -75
TE+
Total

3. Iftheregistered GP has had a new profile you will need to make sure that the
local codes have been added to the new user profile.
4. Todothis, please read the Local Codes section of this manual.
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Rotas

Moving rotas to new user

1. Select Appointments > Rotas

Reporting Audit Setup Links Clinical

B  Appointments Overview Ctri+Q ;&
-
L" Appointment Ledger Ctri=Shift«L kt
% Activity Diary Ctrl+Shift«D l
Remote Booking Ctri+Shift<Q

—
31, Free Slot Search Ctrl+F9

4t B Appointments for Rebooking..

| Visits CtrisH

e |
Ee)

ba = Therapy Groups
8 waiting Lists

e
o)

Appointment Search... F9

=T

Appointments

a Rotas
Print Ar int ts | ints

2. Select the staff member, in my example | have selected Prince Aladdin from the

drop down.
3. Highlight the rota as shown below and right click and select Administration >
Change Staff

7 SystmOne GP: Ms lina Mehta (System Administrator) at CWHHE Training - Rotas
Patient Appointments Reportng Audi Setup Links CinicalTools Workflow User System Help

= Q B, W H O ® & = K © & =
Home Search Task C ar e lext 1 Appts. Panic L
SRrFrEMEr? I o%Al | veE|A@ A=A mD @ MG | O

Mew Rota  Apply Template  Apply Therapy Group Amend  Unsuspend Cancel Delete ImportExport ~Refresh

Staff member  Prince Aladdin - rShow
Rota type - | Ocr
Sie Al Sites - Det

pays @v 8T Ew Em EF 85 Es History

s | Cancelled Rotas | Al

g Location Type

tnnce Aladdin CWHHE Training Flu
Prince Aladain T Zoomn Fu
Prince Aladdin Session
Prince Aladdin *  Extend Start Flu
Prince Aladdin Extend End Flu
Prince Aladdin Session
Prince Aladdin *= Book into next avaiable sistin rots Fu
Prince Aladdin Session
Prince Aladdin L= > Flu
Prince Aladdin ¥ Actons N Flu
Prince Aladdin Pannign
Prince Aladdin XK Restore Rots on
Create Template
Prince Aladdin ° na ’ Amend

Prince Aladdin T2 CopyRota - on
Prince Aladdin e % Change Time / Date

f2  Copy Rota Custom
Prince Aladain n
Prince Aladdin M oeete
Prince Aladdin View Audt Trai
Prince Aladdin EE Table > Session
Prince Aladdin CWHHE Training Session
51 Rotas
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4. Select the staff member from the Staff member drop down to reassign the rota
and select Ok. In this example Princess Ana has been selected.

7 Reassign Rota K
Staff member lPrincess Ana M
Rota Site CWHHE Training -
Room Room 4 -

cenee!
E—

5. You will now have one of the following options:
a. One-Off Rota - If this is a one-off rota the rota will be updated to the new

staff member.
b. More-than one similar rota - If there are similar rotas, an Amend Rotas

pop box will appear (as shown below). On this screen you will have an
option to select the rotas you would like to update. Select the Rotas and
select Update Selected. In the screenshot 1 rota has been highlighted.

v

. Amend Rotas X

Do you want to carry over your changes to any of the following, similar rotas?
MNote that changes to the date of the rota will not be carried over

._ Select All ._ Invert Selection / Clear Selection
Day Date v Appointments Booked | |03:.00 |E= I
Tue  [11Mar2025] 0 0310 | x| I
Thu 13 Mar2025 0 0e20 || 5| I
Fri 14 Mar 2025 0 ngim ;
Tue 18 Mar2025 0 gg;;g E
Thu 20 Mar2025 0 T
Fi 21Mar2025 0 1010 |12
Tue 25 Mar 2025 0 10:20 | &
Thu 27 Mar2025 0 1030 |3
Tue  01Apr2025 0 10:40
Thu  03Apr2025 0 10:50
Fri 04 Apr2025 0 11:00
11:10
11:20
11:30
11:40
11:50
jLedi 15 Feb 2025 22:45
1210
11 Similar Rotas 1220

6. Aninformation box will appear displaying the rotas that were updated. Click Ok,

to close the box.

7 Information x

1 rota was successfully updated

1
The following rota(s) were successfully updated:
11 Mar 2025 09:00 was updated

SYSTMONE SMARTCARD SUPPORT | Primary Care Systems | Page 15
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Annual Leave - Using the Staff Leave Screen

1. To view the Staff Leave screen select Setup> Users & Policy> Staff Leave from the Main

Menu.
SystmOne GP: (System Administrator) at CWHHE Training - Staff Leave
Patient Appointments Reporting Audit Links Clinical Tools Workflow User System Help
i O\ =9 ﬁ Users & Policy > v Staff & Organisation Setup
‘ = — .
| o 9
Home Search Tadk Discd Prescribing > v, StaffLeave
5 N y 5 = Vaccinations > Staff Shifts .
SErg@gkery 2 L]
Appointments > Public Holidays & Closed Days...

2. The Staff Leave screen allows you to manage leave for members of staff at your organisation:

[I SystmOne GP: (System Administrator) at CWHHE Training - Staff Leave - [m] X
Patient Appointments Reporting Audit Setup Links Clinical Tools Workflow User System Help

Q B, W O® & 8-

Home Search Task Sos

FE@HEee? il 2% hl | vdH A@~2=8H -

= B

Q i

AddLeave AmendLeave DeletelLeave Refresh

X Staff Role Description From Until

Princess Ana Doctor Training day Mon 24 Mar 2025 08:30 Sun 30 Mar 2025 20:30
,i}l"gtaﬁ Sleeping Beauty Doctor Maternity Leave Mon 10 Mar 2025 08:30  Sun 23 Mar 2025 20:30
Princess Ana
Sleeping Beauty
3 staff members 2 staff leaves
L s ~ WMo oo000é&31a500@@@mo o o0 &4 4 4 12:07

3. The following options are available on the Staff Leave screen:

Option Description

Add Leave Record details of leave for a member of staff
Amend Leave Amend the leave details for the selected entry
Delete Leave Delete the leave details of the selected entry

4. Click on Add Leave button select the new profile of the staff member. Record
leave using existing leave details from the old profile. Then select old profile
of staff member and click on Delete Leave button and click yes to confirm.

Home Visits (if using that screen)

1. Toview the Visits screen, select Appointments > Visits from the Main Menu.

SYSTMONE SMARTCARD SUPPORT | Primary Care Systems | Page 16
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b4 SystmOne GP: (System Administrator) at CWHHE
“Pat_ienthpnrting Audit Setup Links Clinical Tools
st B Appointments Overview Ctri+Q &)
Hous & Appointment Ledger Ctrl+Shift+L 7/
3 @ ¢ Activity Diary Ctrl+Shift+D @ ‘
Remote Booking Ctri+Shift+Q
i 3 Free Slot Search Ctrl+F9
Configur at  Appointments for Rebooking...

,.I Visits Ctri+H | n

2 E®  Theranv Grouns

2. The Pending Visits tab of the Visits screen is displayed.

New Vist  New Textual Vist Refresh  Print Lists = Seftings

Pending Visits | Follow Ups Required | Visit Search
Staff ANStaff Me A ->) K>S T->Z Miss Abbie Wallace Thu 15 Jun
O Ry 4% X7 d o
Caseload /team QX - Z| 00 0w A S I O
Date Day |Unassigned|P..|BB|s..|FB |Pc|Ec|oH K | PH K| awd A Roquasind Date L | FeguL:[2veee. | Retion Retioct Detale
Past 6 5 4 3 2 1 1 1 1 24
12 Jun Mon
13 Jun Tue 1 1 1 1 4
14 Jun Wed 1 1
15 Jun Thu
16 Jun Fri
17 Jun Sat
18 Jun Sun
This Week 2 1 1 1 5

3. Select the pending home visit for the clinician with the old profile then on the
right-hand-side of the screen right click to get sub menu and select Unassign

Clinician.
@ View Record
@ Consultation
T Defer
‘f" Amend
ﬂj View
L View Audit
W Reassign Clinician >
e Unassign Clinician
SMS >

4. You will be prompted, click on Yes
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Question X

@ Are you sure you want to unassign the clinician from this visit request?

B -

5. To reassign the new profile again right click on the home visit you just unassigned
and choose option Assign Clinician

Pending Visits | Follow Ups Required | Visit Search |
Snow White Tue 11 Mar

i 2| 88| Fed| w4

Staff AllStaff Me A-»J) K—=+5 T-=2

Caseload /team 4| X

: Requested Date v Requ...| Assi.. | Patient
Date Day Unassigned | P...[BB | S...[FB |PC |DH | KH|PH | P..| KM| J...| SW Al )
: SW MissJ And
Past E 5 3 2 1 1 1 1 2 1 47 11 Mar 2025 12:16 is5 Jane e
10Mar  Mon B view Recora
11Mar  Tue 1 1 B consuttation
12 Mar Wed
13 Mar Thu =  Defer
14 Mar  Fri 7 Amend
15 Mar Sat
16Mar  Sun 3 View
This Week 1 1 L View Audit
17 Mar Man W Reassign Clinician b
18 Mar Tue F Unazsign Clinician
19 Mar Wed
20Mar  Thu SMS >
21 Mar Fri
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User Preferences

To copy from another user

NHS!

North West London

If the other profile is still active, you may be able to copy the user preferences from the

old profile to the new.

1. Onthe top Menu on SystmOne Navigate to User > User Preferences

SEFSMEry S
8
Configure Home Screen
& & Q
Docs Doc Inbox Locator
[
=

4 SystmOne GP: (System Administrator) at CWHHE Training - Home
Patient Appointments Reporting Audit Setup Links Clinical Tools Workflow sttem Help

Q B W

Home Search Task Disca

=

la3y
563

Y

Appts

I * Home F8
O B
Details Next ! [=9 Notifications
“AE| vd ! New Notification...  CtrkE -

2 Comr
» Messaging... m:

Bw Change Password...

Learning Notes
n Eavourite Screens... F2
x ‘ ‘n‘ User Preferences...

Changes @ Timed Panic Button

0 Panic Button Ctrl+Shift+Enter

2. Press the ‘Copy from Another User’ button

e
« | User Preferences

Search Clear

Enter abbreviations and their definitions here, these can then be quickly entered

+ Abbreviation Dictionary
v & Appointments
. Bookmarked URLs
x Changes
E Colours
+ Configured Lists
+ Dashboards
+ Dates
*-ﬁ Dispensing
+ Forwarding Recipients
v ™ Home Screen
+ Instant Messaging
B= Logging On
+ Miscellaneous
v [, Navigation
(=4 Notifications
~ UW Pathology

+ Default Settings

into SystmOne by pressing Ctrl+Shift+A when typing into a large text area e.g. a
consultation or the text body of a Task.

Abbreviation Add
Remove

| Abbreviation Definition

| Copy from Another User I Restore Defaults n Cancel

3. You will get a prompt click on Yes
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NHS|

North West London

Question X
@ Are you sure you want to copy your User Preferences from another user?

This will remove your existing preferences.

- ﬂo

4. Search foryour old profile and select it. Click on Ok

7" Choose a User to Copy From
ap I
Name v Role
CWHHE Training Pooled List GP Partner
Dr North End Medical Centre GP Surgery
Duty Doctor ] GP Partner
Miss Claire Henge GP Partner
Miss Dorris Henge GP Partner
Miss Edith Henge GP Partner
Miss Fiona Henge GP Partner
Miss Iris Henge GP Partner
Miss Julia Henge GP Partner
Miss Lesley Henge GP Partner
Miss Moira Henge GP Partner
Miss Pauline Henge GP Partner
Miss Rita Henge GP Partner
Miss Sally Henge GP Partner
Mr Andrew Henge GP Partner
Mr Ben Henge GP Partner
Mr Gerry Henge GP Partner
Mr Gp Locum Doctor
Mr Henry Henge GP Partner
Mr Kelvin Henge GP Partner
Mr Nigel Henge GP Partner
Mr Oscar Henge GP Partner
Mr Querbus Henge GP Partner
B o
|G S S |
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NHS|

North West London

Other Items

Senior Staff Member / Privacy Officer (if they were before)

1. Onthe top Menu on SystmOne Navigate to Setup > Users & Policy >
Organisational Details.

|§etup |Lini_r.3 Clinical Tools  Workflow User System Help

i Users & Policy > .-;-\ Staff & Organisation Setup

iy Prescribing > ,';"., Staff Leave

I] Vaccinations > Staff Shifts
Appointments ¥ Public Holidays & Closed Days. ..
Data Entry ¥ Organization Details. ..

2. Choose which entry you need to change, and click on the magnifying glass icon
to search for the user

Amend CWHHE Training

Details | Technical | Setup | Spine |

Parent trust ‘ Westminster Pct

Parent CCGILAT ‘ X MHS Central London (Westminster) CCG
Senior staff member QX

Privacy officer Q, X Philip Martin |

Organization type General Practice

Allow Trust Reporting E] Newver share data

Skip 105 Claims

3. The staff member popup box opens. Click on the Here tab and search for the
user. Once you have selected the user click on OK, and then OK again, to save
the entry.

7 Select Staff Member X

Browser] [ Here | Favourites |

CWHHE Training Pooled List
Ms Sharon Twydell

Dr Nof
Information Officer Access Rol

Taz Patel

rth End Medi

cal Centre

Nurse Prescriber1
Mrs Nurse Prescriber2

Mrs Pharmacist Prescriber1
Mrs Pharmacist Prescriber2
Receptionist

119 Sites & Staff
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NHS!

North West London

SMS Presets

You may find that your SMS presets may be missing. This might return when you copy
your User Preferences from the last log in. This may work, however, you may need to
rewrite them all up.

Re-write

Find the SMS Messages node on your tree. The right hand side pane will change and
show the SMS Messages page. On the top of this, there are foricons. You need to click
on the SMS button.

SMS Messages
SMS Messages (25) BEa| Y

Which will bring up the New SMS Message, however, you will need to click on the User
Presets button.

Do notinclude clinical data in an SMS message.

@ Send ad-hoc message O Send NHS number

Mes=zage Insert Merge Field

User Presets

Organization Presets

Preview

From the next book, you can either copy the sms’s from another person or to-write new

ones, click on the plusicon

3
4+
4
h 4
+

B

Copy From Another User m Cancel
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NHS!

North West London

Communication Annex

You may want to think about moving from the previous SMS way, and putting your SMS
presents into your surgeries communication annex.

The Communications Annexe is a single tool allowing you to communicate with patients
through available and preferred communication channels - SMS messaging, email and
Airmid. You can also get replies, attach SNOMED codes and send SystmOne
Questionnaires to your text messages.

Installation

You will need to add the communication annex icon to your tool bar, before you can use
it.

CommszA

Training

The North West London Clinical Systems Training Team run training courses on how you
can use this and a manual witch is embedded in this document.

Training Courses

If you would like training, please go to the NWL Learning Hub and use the search box to
look for SystmOne Communication Annex or go to
https://www.nwllearning.nhs.uk/enrol/index.php?id=363

Manual

The NHS NWL below will support you in using the Communication Annex. To open this,
double click on the icon below.

Communication
Annex.pdf
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Re-archiving the user

NHS!

North West London

Once you have completed all the above steps then you can archive the old user's

profile.

1. Onthe top Menu on SystmOne Navigate to Setup > Users & Policy > Staff &

Organisation Setup

SystmOne GP: | (System Administrator) at CWHHE Training - Home
Patient Appointments Reporting  Audit Links Clinical Tools Workflow User System Help
= q -_p ﬁ > I v Staff & Organisation Setup I
L |
e po <
tiome Saarch Task Discd Prescribing . > ¥, StafflLeave
= E r ‘g [‘i_] L.. BP ﬂ Vaccinations > Staff Shifts [.]
Appointments > Public Holidays & Closed Days...
g Data Entry > Organisation Details...
Data Qutput > ‘ﬁ Organisation Preferences...
Configure Home Screen
Reference > Configure Caseloads...

2. Select the staff profile to Archive then click on button Archive staff or right click

to get sub menu Archive staff

SystmOne GP: | (System Administrator) at CWHHE Training - Staff & Organisation Setup

Staff | Branc

| Archived Staff

W New Staff % Amend Staff

Name v

Mr Femi Beyioku
Kristoff Bjorgman

Ms Alison Buckingham
Ms Angie Burne

Li Carter

Aa Charles

Bb Charles
CcCharles

Dd Charles

Ee Charles
FfCharles

Gg Charles

Hh Charles
Prince Charming
Andrew Clark
Ben Clark

Miss Ceris Clark

Amend Staff

Change Password

Disable Logon

Enable Logon

B Table >

17 Active staff members

Patient Appointments Reporting Audit Setup Links Clinical Tools Workflow User System Help
m = u = M
QB oW H O B & £
Home Search Task  Discard Ve Detail Next ute Note ‘
- v e @ \ X | -
SErgWgEeyyid %Al vdB| A@~
Amend Organisation Preferences Out of Hours Access EDISetup Refresh

anches

| S

Appts

2]
=

: m

Panic ] L

D Show creation information D Show prescribing information D Show contact information D Show user IDs D Show National Ds E] Show access rights

AwB W0 @ NG ODO2E®8 -

¥ New Locum [ Change Password x Disable Logon + Enable Logon @ Remove Smartcard + Amend Skill Sets

Initials

KB

PC

Role

‘Other Community Health Service
Doctor

SystmOne Administrator

SystmOne Administrator
Admin/Clinical Support Access Role
Admin/Clinical Support Access Role
Senior Administrator

Senior Administrator

Senior Administrator

Senior Administrator

Senior Administrator

Senior Administrator

Senior Administrator

Senior Administrator

Doctor

‘Other Community Health Service
‘Other Community Health Service
‘Other Community Health Service

Last Logged On

21 Mar2019 12:58
13 Feb 2020 10:28
02 Aug 2016 13:16

15 Nov 2017 10:07

13 Dec 2018 10:29
13 Dec 2018 10:30
08 Nov 2018 12:17
08 Nov 2018 10:10
08 Nov 2018 12:01
08 Nov 2018 10:10
07 Nov2018 11:29
08 Nov 2018 10:26
06 Feb 2020 11:29
18 Jul 2017 10:01

24 Feb 2017 10:44
08 Mar 2017 09:57

3. User will be prompted, click on Yes.

Question

@

Are you sure you want to archive this Admin/Clinical Support Access Role
profile for 'Linda Carter?

You must ensure that all work allocated to this user profile has been
allocated to another user profile before proceeding.

If this user is currently logged on you should getthem to log off before
archiving them.
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