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Introduction

This guide is to support GP practices and Care Homes set up EMIS proxy access to enable
and manage online ordering of repeat medication for care home residents.

Proxy access was developed to allow someone other than the patient to access and manage
parts of their GP online services account. Typically, proxy access is used by parents of
young children and carers of adults. Frequently, it is used by family members or close
friends, but increasingly for professional carers. Care Home staff are provided with their own
accounts rather than using the patients login details.

Why proxy access?
Proxy access for care staff to a resident’s online account is a simple option for enabling them
to order medication.

This will allow authorised care staff setup by the GP practice;

« To access patient/resident record(s) in the associated GP system via an
online website.

+ Select which medication needs re-ordering and place a request.

* Be able to make a note: for example, if a medication not in sync with the 28
day cycle or medication review by GP overdue etc.

» Audit trail of medication ordered, issued and dispensed.

Benefits - Feedback summary from pilot sites

* Reduction in risks and issues associated with ordering, issuing, collecting and
dispensing of repeat medication.

* Reduction in errors and queries (e.g., missing medication, what has
been ordered/collected from pharmacy). Improved clinical safety.

* Improved access as care setting staff can order at any time of the day or night.
Improved audit trail and easy to access.

» Improved data security and clinical safety as having NHSmail (or other secure
email) for example allows secure communication with the practice and other
health care professionals.

* Improved turnaround time for queries due to audit trail and secure email
communications therefore improving patient care.

* Improved data security and time saving as care setting staff access proxy user
via their own username and password.
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* Improved stakeholders communications and working relationships

Before setting up EMIS Proxy Access
Care homes must ensure they meet the standards of the current Data Security and
Protection Toolkit (DSPT) prior to the implementation of EMIS Proxy Access.

The Design and Learning Centre offer FREE support to help you complete the Data
Security and Protection Toolkit (DSPT).

As part of the Better Security, Better Care national programme, Kent County Council (KCC)
in partnership with Kent Integrated Care Alliance (KICA) are supporting social care providers
across Kent and Medway to register and complete the DSPT.

The DSPT is a free online self-assessment of your organisation’s data and cyber security. It
is recognised as the official tool to evaluate your compliance with legal requirements, Data
Security Standards and good practice. It is also required in order to access key services
such as NHSmail and shared care records as well as NHS digital systems, including remote
monitoring and medication ordering directly with the GP.

The DSPT is increasingly what local authorities, Integrated Care Boards (ICB) and the Care
Quality Commission expects to see.

Watch their introductory webinar online

https://www.youtube.com/watch?app=desktop&v=0RLH9bN16dQ&feature=youtu.be

Sign up to small virtual workshops or 1:1 sessions on their website — free support to help you
register and work through the toolkit.

For any queries, support or to find out more, please get in touch: dspt@kent.gov.uk

Training sessions

Free training can be found at NHS England » How to set up care home proxy access

NHS England » Getting a secure email account: A quide for social care organisations

Approved by: IMOC
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We encourage all members of staff involved in the ordering process attend a training
session.

Initial meeting

An initial meeting should be set up by either the care home or GP practice to discuss the
plan for EMIS proxy access implementation and the roles and responsibilities of all parties.
This should include where possible:

GP or care home lead within the GP practice/PCN

GP Practice Manager

PCN or practice based Pharmacist and/or pharmacy Technician
Care Home manager

Care home staff involved in ordering medications for residents
Community pharmacist from supply community pharmacy

Agenda for initial meeting

Roles and responsibilities

Below is a reminder of roles and responsibilities of each party;

Care setting GP practice Pharmacy
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¢ Nominate a lead - As part of the initial meeting it is recommended that the care
home and GP practice nominate a lead for implementing proxy access. This enables
a point of contact for all communications and updates. Use checklist on page 9 to
document details.

e Communication plan - Communication pathways should also be agreed at the initial
meeting e.g. secured email address and phone numbers to use for all
correspondence. Use checklist on page 9 to document details.

e Ordering and processing dates within cycle - We advise that this is reconfirmed
and/or altered if necessary to ensure prescriptions are processed and medications
received in a timely manner to prevent any potential missed doses. This must also be
agreed with the community pharmacy.

¢ Level 1 medication review — Discuss who will be responsible for completing these
and when by.

e Timescales -. We advise that the process should take no more than 3 months to set
up and implement. During this time the ICB team will offer support to get the
process up and running.

Information about EMIS proxy access should be shared with the wider team that may not
attend the initial meeting but should be aware of the changes. Appendix 1 is a leaflet of
information for staff about EMIS proxy access.

Getting started

Once you are DSPT compliant, had an initial meeting and nominated lead you are now
ready to start setting up EMIS Proxy access within your care home.

Step 1. GP practice and care home data sharing agreement
The care home lead and GP practice lead must create a high-level data sharing agreement
that sets out-:

e What information is going to be shared between care home, GP practice and
pharmacy where relevant, and why.
e The rules around security, accuracy, use and deletion of data.

The NHS Digital website gives more information, including a short video, about data sharing
agreements. A data sharing agreement template can be found in appendix 2.

All care home staff will also need to sign an agreement based on these principles (see Step
5 below)

Step 2. Care home tells residents about changes in how repeat medication

will be ordered

The Care home lead must tell all residents about the new way of ordering medication and
explain that this means care home staff will use proxy access to do this.

Approved by: IMOC
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A letter must be given to all residents or sent to their representatives, explaining the process,
benefits and associated risks . See appendix 3 and 4 for an information leaflet and an
example letter to residents.

All residents should be offered a one-to-one discussion with the care home manager/lead
before agreeing to the new way of ordering their medication.

Step 3. Care home gets each resident’s permission

The Care home lead must get signed permission from each resident/patient (or their
representative) to show that they understand the new ordering process and are willing to
give care home staff proxy access to their GP record. See appendix 5 for a template
consent form.

Each resident or their representative will need to sign a personalised form and be given a
copy of it. A single form listing all residents in a home is not acceptable. This step could take
up to 2—-3 weeks to complete.

The GP makes the final decision. If they have any concerns, they will not grant proxy access
and will discuss this with the resident/patient.

Step 4. GP practice sets up proxy access in their clinical system (if

necessary)

Most GP practices already have GP online services set up with proxy access users . Setting
up care home staff has one difference.

e Care home staff must be set up WITHOUT an NHS number, this only needs to be
done once. Refer to appendix 6 for a GP system users guides for EMIS on how to do this.

Step 5. Care home sends request to GP practice to set up staff

Before proxy access can be given, each care home member of staff responsible for ordering
medication must be set up on the GP system.

The care home manager/lead and each member of staff must complete a form request proxy
access rights. See appendix 7 for an example form. This form can also be used to remove
access from a member of staff.

The Care home lead must send completed forms to the GP practice, keeping a copy for the
care home’s records.

Step 6. GP practice sets up access for care home staff
The GP practice lead should:

o create separate folders on a secure shared drive for each care home
e save all forms from the care home (both for requesting and removing access)
o set up a proxy access login for each care home member of staff

Step 7. Care home sends residents’ consent forms to the GP practice

The Care home lead sends signed copies of the residents’ authorisation forms to the GP
practice lead or their generic inbox as agreed locally. A copy should be made by the care
home and filed in the residents care plan.

Approved by: IMOC
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Step 8. GP practice sets up proxy access for each resident
The GP practice lead should:

o scan/file the authorisation form into the resident’s patient record

o create a proxy access account for approved care home staff members (repeat
medication ordering only),. sending their set up and log-in details to the care home’s
secure email account.

Step 9. Care home staff verify their own accounts

Once the GP practice has given proxy access, each care home staff member must verify
their account before starting to order medication for a resident.

A user guide has been produced to help you get started. See appendix 8.

Step 10. Order medication online
As user guides is available to explain how to start ordering. See appendix 8.

Notes can be added to the medication request for example ‘need 7 extra tablets to align with
cycle’ or ‘Only 1 insulin pen required this month’. Notes are not to be used for urgent
requests.

Step 11. GP practice approves or rejects medication request

When medication is ordered by the care home (the monthly date must be agreed with the
practice and the community pharmacy informed under the medication cycle planner already
in place) a member of the GP practice team will process these online requests in the same
way as all other repeat prescription requests.

Once approved by a GP, the practice will follow the agreed process for dispensing and
delivering medication.

EMIS have produced standard operating procedure (SOP) guides for GP practices, see
appendix 9.

Step 12. Dispense medication
The authorised prescription will be:

o Electronically sent to the community pharmacy via the electronic prescription system
(EPS), or
collected from the GP practice by the community pharmacy or care home.

e Once dispensed the medicine will be ready for collection from the pharmacy or may be
delivered to the care home by local agreements.

Approved by: IMOC
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Level 1 medication review guidance

It is recommended that a level 1 medication review is carried out for all residents prior to the
initiation of EMIS proxy access. This should be completed by a pharmacist, pharmacy
technician or GP.

v Align every resident to a 28 day cycle

v' Ensure ‘days supply’ section is correct (usually 28 days)

v All quantities aligned to supply 28 days’ worth of treatment at a time. Where
appropriate

v" Ensure MAR charts and PMR correspond. Anything that is on MAR chart that is no
longer a current medication must be communicated to the community pharmacy to
be removed for the next cycle onwards

v" Regularly prescribed acute prescriptions are changed to repeat where appropriate to
allow Care Home to order via proxy access

v PRN medications are reviewed and if still required put under ‘variable repeat’. This
could be an opportunity to move appropriate residents to homely remedies if used
within the home.

What happens when

Now you have EMIS proxy access set up within the home what happens when;

Aresident no longer requires proxy access via the care home

If a resident no longer requires proxy access for the ordering of their medications then the
care home must inform the GP practice. The GP practice should then remove this function
from the resident’s EMIS account.

A new resident moves into the home

All new residents must be informed that the home uses online access to order medications
for residents within the care home. The resident information leaflet (appendix 3) can support
this as well as a discussion with the resident about the ordering system. A consent form
(appendix 5) should ideally be completed on admission to prevent a delay in ordering
medications via proxy access should the resident consent.

A staff member leaves or a new member of staff requires proxy access

It is the care home manager’s responsibility to ensure that access is removed from staff who
have left the home by completing and returning the removal request form found in (appendix
7) to the GP practice. The GP practice must then remove this access from their EMIS
account.

If a new member of staff requires access then a staff request form (appendix 7) should be
completed and sent to the GP practice.
A copy of these forms should be kept within the home for records.

Approved by: IMOC
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Top tips

v Communication

v Communicate the change to ALL members of staff so that everyone is
informed of the change

v Regularly communicate with nominated leads to be up to date with the
set up process

v Communicate with community pharmacy, GP practice and Care home
to agree responsibilities and build good working relationships

v Use online training

v’ Use the FREE online training available for all staff that require
knowledge of the system

v' Train more than 1 member of staff to ensure business continuity of the
service

v Don’t be afraid to ask

v’ Contact the integrated care team at Kent and Medway ICB if you
require any support

v Use the checklist provided to track progress s
v Use the guides provided
v Complete level 1 medication review
v Opportunity to review and improve ordering
cycle
4 Review the process to ensure that the policy/procedure is reflected in
practice
v’ 2 members of staff are trained and competent to order medications

v" Allocated and protected time is given for medications to be ordered

v’ Stock levels are checked prior to ordering and only medications
required are requested

v When required medications are reviewed regularly to ensure they
remain appropriate and waste is avoided

Approved by: IMOC
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C heCkI ISt Recommended that both the nominated leads print and complete. GP

Practice use one per care home. Name of Care Home.......c.overviveveenn.n.

Activity Responsibility of Date to be Date
(Insert names completed completed
where appropriate) | (Agreed

during initial
meeting)

Data Security and Protection Care Home

Toolkit — standards met

Initial meeting All

Nominated leads appointed
(Agreed in initial meeting)

Name of GP Practice

Contact email and/or phone
number to be used (Agreed in
initial meeting)

GP practice contact

AetailS. ..o s

Care Home contact

Aetails. ..o

Dates for medication prescriptions
to be processed (Agreed in initial
meeting)

Care home to request prescriptions week.................
GP practice to issue prescriptions week....................

Pharmacy dispense prescriptions week

All staff informed of change All

Data sharing agreement signed by | All

GP and care home

Level one medication review GP practice
completed for residents

Residents informed of change and | Care Home
provided with information leaflet

Consent from residents received Care Home
Care home completes staff request | Care Home
forms

Care home sends completed staff | Care Home
request forms to GP practice

Care home sends completed Care Home
consent forms to GP practice

GP practice set up staff EMIS GP Practice
proxy accounts

GP practice sets up proxy access GP Practice
for each resident

Care home staff verify account Care Home
First cycle of medications ordered Care Home
using new system

GP practice approve/reject GP Practice
prescriptions

Approved by: IMOC
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Appendix 1 - Online ordering of repeat prescriptions by a
care home: Information for staff

Benefit of online GP services

Using online health services has become more and more popular over the last few years. The
computer systems in GP surgeries make it easy for patients to order repeat prescriptions and book
or cancel appointments quickly, at any time of the day or night. This is more convenient for patients,
it reduces the need to travel to the GP surgery, and it saves the practice lots of time. GPs get fewer
phone calls and pieces of paper to act on. This means they can now do things faster, and generally
help make things better for patients.

Moving from paper to online ordering of repeat prescriptions
Care home staff can be set up by a resident’s GP practice as a ‘proxy’ to order repeat prescriptions
online, instead of on paper.

Anyone with proxy access must go into the part of the GP clinical record that deals with repeat
medication. It is important to make sure the resident understands and is comfortable with this.

Residents must be given information about the new way of ordering prescriptions and have the
chance to ask questions or talk through concerns before agreeing to the change.

The GP record is personal to each resident/patient. Residents must be
informed about the new way of working and be given a chance to talk
through any concerns and ask questions with a member of staff.

Residents can decide they do not want care home staff to have proxy

access. They can also ask their GP to remove proxy access at any time.

Your manager has agreed with your local GP practice and pharmacy to use proxy access and work
together in the best interests of your residents.

What you will need to do
You will need to sign a form to say that:

e your information governance training is up to date
e you agree to keep personal information safe, secure, and confidential

e you agree to take responsibility and accountability for the information you see
and use on behalf of your residents

Approved by: IMOC
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Your signed form is sent to the GP practice which will set up proxy access for you and other staff.
You will be sent login information by the practice and told how to activate your account. This must
be done before you can order any medication for your residents.

Is it secure?

The care home has an agreement with the GP that means you must keep any information you see in
a resident’s GP record confidential and secure. You also need to keep your information governance
training up to date.

GP computer systems also have built in security that keeps track of everyone who opens a record,
what they did, and when. There are robust, electronic and audit trail procedures in place to handle
anyone who breaches security or confidentiality..

Canresidents object?

Yes. The information in the GP record belongs to your resident and they can decide who can access
it. Each resident decides if they want you to have access or not. Residents can object at any time
and their wishes must be respected. Access by the care home staff can be removed at any time by
your GP practice.

Approved by: IMOC
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Appendix 2 - Data sharing agreement

This data sharing agreement is between

Name of GP practice

Name of care home

Introduction

This Data Sharing Agreement facilitates the lawful, safe and secure sharing of information between
the named GP practice and the named care home on behalf of all residents registered at the home,
according to the General Data Protection Regulation (GDPR) 2018 and the Data Protection Act 2018.

This use of data is in connection of provision of direct care.

For the purposes of this Agreement <insert GP practice name> shall own the data and will be Data
Controller(s). The Data Controller is the organisation (or person) that ‘determines the purposes and
means of the processor of personal [and special category] data, and has overall control of how, why,
what, when and where the data the data is processed and the duration of the processing’

Purpose of the agreement
Your agreement is necessary to:

e deliver preventative medicine
e conduct medical diagnosis
e deliver health and social care or treatment

¢ identify the “at risk” population who may be at risk of an
unplanned admission

e improve the life circumstances and outcomes of residents in care
settings people and their family members

¢ reduce the number of older people whose life circumstances and
experiences make them at risk of harm

e improve the life circumstances and outcomes for older people,
older people living with dementia, and their family members

e reduce the number of older people whose life circumstances and
experiences make them at risk of harm

Approved by: IMOC
Approval Date: Aug 2023

Review Date Aug 2025 14



Lawful basis for sharing

The data disclosed will be relevant to the stated purpose(s) of this agreement and the minimum

necessary to achieve the purpose(s).
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Party

Statutory function

GP Practices
National Health Services Act 2006 — Part
1

Promotion and provision of the Health
Service in England.

GP Practices
Health and Social Care Act 2012 —
Sections 1to 8

Duty to promote comprehensive health
services, improve quality of services,
reduce inequalities, promote autonomy,
conduct research, deliver education and
training, observance of the NHS
Constitution and report and review
performance of providers.

GDPR conditions

This agreement and process of data relies on the following basis:

e Article 6 1E

The lawful basis we rely on to process your personal data is article 6(1)(e) of the
GDPR, which allows us to process personal data when this is necessary to perform

our duty of care.
e Article 9 Paragraph 2H

To lawfully process special category data, you must identify both a lawful basis under

Article 6 of the GDPR and a separate condition for processing under Article 9. This

covers the provision of health or social care or treatment.

Information to be Shared

The personal and special category data to be shared may include name, address, date of birth, NHS

number, and a full range of other confidential and sensitive information available to access in the GP

record.

When consent to proxy access is being obtained, it is important to make clear the purpose or

purposes for which it will be used. If the purpose or purposes change, a new consent should be

obtained.

Approved by: IMOC
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Information Security

The information will be transferred securely by way of secure NHSmail, or an accredited alternative
form of secure electronic transfer commonly email. There must be controls in place to ensure that
only the intended recipient can view it, either through role-based access controls or encryption
technology. The recipient will mark the information as confidential and restricted and keep it
securely.

Personal data will not be transferred to a country or territory outside the European Economic Area
unless that country or territory ensures an adequate level of protection for the rights and freedoms
of data subjects in relation to the processing of personal data, which is consistent with the UK’s data
protection legislation.

Information accuracy, use, retention, and deletion

The accuracy of the data shared with the care home will be the responsibility of the GP practice. The
GP practice will, therefore, ensure that the data is accurate and up to date before the data is
disclosed. If the GP practice becomes aware of any inaccuracies in data it has shared, the GP practice
should inform the other party(ies) immediately and the data corrected or recalled.

The care home must not share the information with any third party without the written consent of
the GP practice and subject to entering into a separate Data Sharing Agreement, the terms of which
must be approved by the GP practice.

Signatories to Agreement and Date

Name of care home (block capitals)

Name of care home
manager/responsible person

Signature of care home
manager/responsible person

Date

Name of GP practice
manager/responsible person

Signature of GP practice
manager/responsible person

Date

Approved by: IMOC
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Appendix 3 - Online ordering of repeat prescriptions by a
care home: information for residents

Benefits of GP online services

Using online health services has become more and more popular over the last few years. The
computer systems in GP surgeries make it easy for patients to order repeat prescriptions and book
or cancel appointments quickly, at any time of the day or night. This is more convenient for patients,
it reduces the need to travel to the GP surgery, and it saves the practice staff a lot of time. Practice
staff get fewer phone calls and pieces of paper to process. This means improved turnaround time for
gueries and improves patient care.

Letting my care home request repeat prescriptions for me

Your care home would like to use GP online services to order your repeat prescriptions for you,
instead of on paper which is how it is done now. Before your care home can do this, they need you
to agree to this by signing a form to say you are happy for them to see part of your GP record. They
will sign a form promising to keep your information safe, secure, and confidential.

Your GP record is personal to you. You can decide not to let anyone
have access to it, if this is what you want.

Your care home manager will be happy to talk everything through with

you and answer any questions you might have.

Is it safe and secure?

You can decide what the care home can see and do in your online GP record. This request is to allow
your care home to see only the part which lists the medication you get regularly, and to order
repeats for you.

The care home and its staff have an agreement with your GP that means they must keep any
information they see about you online confidential and secure. Each member of staff who has
access will have been trained. They also must sign a form to say they will keep your information
confidential and secure.

GP computer systems also have built in security. This keeps track of everyone who opens your
record and what they do, and when they do it. There are procedures in place to handle anything or
anyone who breaches security or your confidentiality.

Approved by: IMOC
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Can I refuse to let the care home access my GP record?

Yes. The information in your GP record belongs to you and you can decide who can access it. You
can object at any time and your wishes must be respected. To do this you, your representative or
your next of kin can

e Ask the care home to stop using GP online services to order your repeat
medicines

e Contact your GP and ask them to stop the care home and its staff from
accessing your record.

Can I use GP online services too?
Yes, you can. You can also agree to your next of kin or another representative to have online access
if you want them to.

All requests for access must be made to your GP practice who will give you the information you need
and a form to complete. There will be checks to make sure anyone applying for access to your record
has a right to do so, and that they are who they say they are.

Approved by: IMOC
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Appendix 4

<Insert date>

Dear <insert resident’s name>

Ordering your repeat prescriptions

| am writing to let you know that we plan to start using a new, computer-
based, way of ordering repeat prescriptions for all our residents from <Insert
date>. A short leaflet is attached explain how this will work.

We will need you to sign the enclosed form, this gives us permission to ask
your GP to set this up on their computer system.

Please read the leaflet and let me or any of the staff know if you have any
concerns or questions.

Yours sincerely

<insert name>
Care Home Manager

<Insert phone number and email address>

Approved by: IMOC
Approval Date: Aug 2023
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Appendix 5

Permission to allow <Insert care home name> to order my
repeat medication using GP online services proxy access

Resident’s name Resident’s
date of birth
. <Insert care home address> <Insert care home
Resident’s address Postcode
postcode>
Resident’s/care home phone
number
Resident’s email address if
applicable
Tick one of the options below
| am the resident O

ettt e e e e e e e e e et raeae e e e e e naraaaaaeeeeans am the resident’s next of kin or person with legal
power of attorney and agree to the online ordering of repeat medication by the care home, in the best O
interests of the resident.

ettt et e et e e e e e e ettt e e aeeeea s naararaaaeeeeanns am the manager of the resident’s care home and
agree to the online ordering of repeat medication by staff in the absence of next of kin, believing this to be O
in the best interests of the resident.

Please read the following and tick each statement you agree with

| reserve the right to change my mind at any time O
| understand the risks of allowing someone else to have access to my health record O
| have read and understand the information leaflet provided by the care home O

Signature Date

For the care home

| confirm | have verified the identity of this resident in accordance with our organisation’s ID verification protocol

Signature Date

Approved by: IMOC
Approval Date: Aug 2023 20
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Appendix 6 - EMIS Web user guide | GP practices to set up
a new proxy user

Before you start

e Have an up to date resident list/report available
e Before starting the setup, scan and save all staff and resident authorisation
forms

Setting up a new proxy account

Step 1 | setup the proxy

e Access the registration screen in EMIS
e Select the required patient

e On the registration screen, click the Online Services Tab within the
patients record in the registration screen.

e Click Add online user
e Click Add proxy user

¢ On the user trace screen, complete the marked * fields and click Find

Online user trace x

Select an existing online user.

Trace criteria

I * Family name I I * Given name I I * Gender v| I Find |
Date of birth =) Postcade Account1D
Online user {0} | Local patients (0} ‘
Narme / Address Account ID Sex Date of birth  Account Status
oK | Cancel |

Approved by: IMOC
Approval Date: Aug 2023

Review Date Aug 2025 21



NHS

Kent and Medway

Step 2 | staff already registered at the GP practice

Proxy users must be setup without an NHS number. This is to make sure that
care home staff are not added as a new patient at the GP practice, making

sure that they are not included in population reporting or generate a ‘price per
patient’ payment to the practice.

If the proxy user is a registered patient at the practice a new account must be
created for them without an NHS number so that the patient’s information is not
linked to their personal account. This only needs to be done once.

e Click create a new account

Onling user trace

Select an existing online user.
Trace criteria
= Family name mgouse = Given name  mickey = Gender | Male - Find
Date of birth | Enter 3 date M Posteode Account [D

Online user (1) | Local patients (0) |
Name / Address Account ID Sex Date of birth Account Status
MOUSE, Mickey (Mr) 67320004518  Male 01-Jan-1043 Active
50 New Street, Great Dunmow, Dunmow. CM$6 1BH

D 1Fyou don't see the anline user you're looking for, you canl create a new account I'Fcr them.

¢ You will need to select this account, without an NHS number, to
link to care home residents’ accounts.

Approved by: IMOC
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i Status History | 5. AL Hstory 7. GPIGP

| ol e e

Select an existing online wrer.

¢ In Details, fill in demographics fields. You must verify the email address.
Then click Next.

Trace iberia
* Famdy name Taer © Grvps maem | Alsion + Gerder | Fomate Find
Dite ef s Prniide Bestvart ID
il wiae (1] | [Local patents (3]
Sl bk AccountiD S Date cfiith  Anccunt Statun
WD ¥y lonit soe the orlime it youlen bosking for, yous can. froatn o new acciand Hor hem,
Lk Canoed

Online user

Details
|

1D Verification
Access

Legal basis

Online user: MOUSE, Mickey

Demographics

* Title
= Family name mouse

* Given name mickey

* Gender Male

* Date of birth | Enter a date

Main Language I

Contact details

* Primary email address

Email verification Unverified

Other contact information
House name/Flat number
Number and street
Locality
Town/city
County

Postcode

Home telephone

Mabile telephone

m

m

Il

0K

| |

Cancel

¢ In the ID verification screen, click Add to add the verification
document from the staff member already saved. Click Next.

Approved by: IMOC
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Online user

x
Details & | Online user: MOUSE, Mickey
ID Verification " Verfications
Access @ Add a new identity document for this online user.
Legal basis r Il € Add.. Edit. € Delete
Method Additional information Document Type Date
Back ] [ Mext ] [ OK ] I Cancel
¢ Inthe Access screen, complete the Relationship to patient field,
and untick services not needed by the proxy user. Click Next.
Cnline user x
Details =) | Online user: MOUSE, Mickey
1D Verification s Linkad patient :
Access =) Patient XXTESTPATIENT-TKHA. Donotuse (Mr)
Legal basis - * Relationship to patient -
Services
Appointments I~ Requested
Repeat prascriptions |” Reguested
] Messaging
Cemagraphics I~ Requested
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 -
Back l [ Next OK l [ Cancel

Approved by: IMOC
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¢ Inthe Legal basis screen, untick Allow access for Appointments
and Core summary record. Click Legal basis and Legal basis
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type.
Orfie ssar f
| Detaits Online user: MOUSE, Mickey
D Verification Legal basss
Mreess drcess to the ‘nllnw-rg senaces on MOCNAMARA, Elsie (Mrs)'s account have been requested Legal basis i
_ needed for MOUSE Mickey to access these services
Legal basis "
. * dppoirtments & Allow acoess Reject Decide later
* Repeat prescriptions O Alow acoess Rejmct Dhecicle later
= Demographics & Atiow acoets Reject Dhecide later
= Core summary recond & Alow acoess Reject Decide later
Uipdiate legal basis... ) What 5 legal bass?

Pravioushy added lagsl hasis
Legal basis type Mathod

Adddtional information

Barck;

Date

0K

Cancel

e From the Legal basis type drop down list, select Explicit consent

e For Method, select Written or Verbal. If written, you must upload the
patient authorisation form which is already on their record; or you can
choose Verbal and add a note. Click Next.

Add legal basis

Legal basis options.

e —

* Method

e Click Next, click Save.

| I Cancel

o If Legal basis appears again, click Not now, then OK.
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Step 3 | Issue PIN document

Issue PIN documents by selecting Email PIN via radio button on the screen
where prompted. Ensure the user has a verified primary email address
recorded before issuing the PIN.

Here’s an example of the message the new proxy will receive:

Online Services for Alison Taylor

You have requested access to online services.

Accessing onlineservices

To access online services:

1. Create an account with one of the following service providers:

Service provider |Website

Patient Access https://www.patientaccess.com

2. Provide the following online services account details when prompted:

Linkage Key
ODS Code

Account ID

Note: The account details are unique to you and were provided by John Tasker
House Surgery

Step 4 | Active online services account is created

The online user account is created with an account status as Active, enabling the
user to start ordering medication by proxy once they have activated their account.
This can be viewed under Account status in the online user screen.

Born  21-Jan-1947 (72y) Gender Male EMIS No. 506489

¥e Active ¥ XXTESTPATIENT-TKHA, Donotuse (Mr
(Mr) Usual GP  TEE, Mike (Dr)

| 1. Demographics | 2. Additional | 3. Online Services | 4. Family / Relationship Links | 5. Status History | 6. Audit History | 7. GP2GP

C:Add online user... yumink user
Onling user Relationship Link status Account status
Mclaughlin, Heather (Mrs) Link restricted j

Deakin-Faux, Kirsty (Mrs) Carer Link restricted Live
Taylor, Alison (Mrs) Carer Link restricted Live View online user

View online user

£}
-
&
-
<
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Step 5 | repeat for each patient

Repeat the above steps for each patient the proxy is authorised to access. You
do not need to create a new user when setting up access to additional patients.
You should use the proxy user that has just been created.

Online user trace x

Select an existing online user.

Trace criteria

= Family name |Taylor = Given name |Alison = Gender | Female ¥ Find

Date of birth | Epter 2 date @ Postcode Account ID

Online user (1) | Local patients (3)

Mame / Address Account ID Sex Date of birth  Account Status
46152014107  Female

ﬂ If you don't see the online user you're looking for, you can  create a new account for them.

Link | | Cancel

Approved by: IMOC
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Removing a care home worker as a proxy

When a member of care home staff is leaving, search for the online user.

LIV LEL L EES-T-RE

Carers | Onii

9 a g 1 Print PIN ﬁ

Findoniine | Edt  Close  ldenity oo R
= user account verificalin || & Print and email PIN || accountkey

Find Edit online user PIN document Account key

NHS|

Kent and Medway

EportMenagement -7 SCR -12  Documents -2 Medicine Management - 6 (6) Registration - 1097 (90)

Lab Reports -59 (21) Tasks -2 (1)

9 You have 1 screen message. Click this link to view.

[\u New priority Workflow Items received - Tasks, Lab Reports, Registration, Medicine Management

ine user: TAYLOR, Alison (Mrs)

Demographics ~ Confactdefails

| online ser trace

Title Select an existing online user.

rs House name/Flat number

Familyname  taylor Number and street Trace criteria

* Given name |Alison

Postcode

= Gender | Female

Account ID

Gvenname  Alison Village « Famity name [Taylor
Date of birth 24-Dec-1974 Tawn/city Date of birth | &1
Hein Lenguage County Name / Address

Postcode
Status

Account status  Active Home telephone

Mobile telephone

Tate of birth

‘Account status.

Email 2ddress alison.ta|

Linked patients

[ Edit online user access [&) Legal basis

e Click on User's name and Select

G ;hf&:i!@u&"?ﬁ@(ﬂ'fﬁﬁfil =

Registration  Carers | Onlineusers

9 a g [ Print PIN ﬁ

Findonline  Edt Close  ldenity | —JEmeil PN o
e user account verificatin | & Print and email PIN | accountkey
Find Edit online user

PIN document Account key

Report Management -7  SCR -12  Documents -2 Medicine Management - 6 (6) Redistration - 1097 (90)

Lab Reports -59 (21) Tasks -2 (1)

=9 Youhave 1 screen message. Click this link to view.

[\u New priority Workflow Items received - Tasks, Lab Reports, Registration, Medicine Management

Online user LOR, Al (Mrs)
Demographics Contact defails Online user trace
Title Mrs House name/Fiat number Select an existing online user.

Family name  taylor Number and street Trace aiteria

= Given name |Alison

Postcode

* Gender | Female

Account ID

Given name Alison Village * Family name | Taylor
Date of birth - Townjcity Date of birth
Main Lai Ce
oin Langusge ounty Mame / Address
Postcode
Status

Account ID Sex
46301014107 Female

Date of birth ~ Account Status

Account status ~ Active Home telephone

Mobile telephone

Email address

I Select

Cancel

Linked patients

Approved by: IMOC
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Click on Close account

"f}"‘f&iﬂ%um— A& >HEE -
lem

Registraion  Carers | Onlineusers

efala on 2

Find online Edit | Close Identity =] Email PIN .
= user | account lerification | & Print and email PIN || accounthey
| Find Edit online user PIN document Account key

Report Management -7 SCR -12 Documents - 2 Medicine Management - 6 {(6) Registration - 1097 (90) Lab Reports - 59 (21) Task

l‘“’ You have 1 screen message. Clickthis link to view.

[ (1 Mew priority Workflow Items received - Tasks, Lab Reports, Registration, Medicine Management

nline user: LOR, Alison (Mrs)

Demographics Contact details
Title Mrs House name/Flat number
Family name taylor Mumber and streat
Given name Alison Village
Date of birth _ Town/city
Main Language County
Postcode
Status
Account status  Active Home telephone

Mobile telephone

Select a reason for closing this account, as appropriate.
Click Close account

Registration  Carers | Onlineusers

&

& a & [ Print FIN &{3

Findonline || Edt  Close  lenity || o=l N Reset
user user  account verificabon | Print and email PIN || accountkey
‘ Find Edit onfine user PIN decument Account key
Report Management -7 SER -12 Documents -2 Medicine -6 (6) Registration - 1097 (90) Lab Reports -59 (21) Tasks -2 (1)
[‘_“ You have 1 screen message. Click this link to view.
[ I+ New priority Workflow Items received - Tasks, Lab Reports, Registration, Medicine Management
Online user n (Mrs)
Demographics Contact details
Title Mrs House name/Flat number
Family name taylor Number and street
Given name Alison Vvillage Close account %

Date of birth _ Town/city

Main Language County
- MOUSE, Micky (Mr)
Postcode
If you close this accaunt, the above patient(s) will no longer be
Status linked to this online user.
Kcoibaiius: -Adive Home telephane Select a reason for dlosing this account:

Approved by: IMOC

This enline user is linked to the following local patient(s):

Online user request

Mobile telephone

Emal address [ . |
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Appendix 7 - Application to add/remove care home staff
proxy access for online ordering of repeat medication

Section 1 | add or remove access

Add access

| Remove access

Section 2 | to be completed by care home project lead

Staff’s
Staff’s name .
date of birth
<Insert care home address> <Insert care home
Care home address Postcode

postcode>

Care home staff phone number

Care home staff secure individual
business email address

ID verification | confirm | have verified the identity of the named care home worker O
. | can confirm that this staff member has completed the required level of information

|G training o P A O
governance training as identified in the Data Sharing Agreement
| can confirm that this member of staff is currently employed with our care home

Add proxy access . R O
and proxy access to all residents’ records should be approved

Remove proxy | can confirm that this member of staff has now left our care home and proxy access O

access to all residents’ records should be removed

Approved by: IMOC
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Section 3 | Terms of Agreement to be completed by staff member
| understand and agree with each statement below (Please tick)

NHS|
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| have read and understood the information leaflet provided by the practice about online access
and will treat the patient’s information as confidential

| will be responsible for the security of any of the information that | see or download

| will contact the GP practice as soon as possible if | suspect that the account has been accessed
without my agreement

If | see information in the record that is not about the patient or is inaccurate, | will contact the
practice as soon as possible. | will treat this information as strictly confidential.

Staff’s name

Signature

Date

Section 4 | To be completed by GP practice

Action Completed by Date

Staff member online user status and proxy access granted

Log in details emailed to care home

Staff member online user status and proxy access removed

Approved by: IMOC
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Appendix 8 - EMIS Patient Access user guide for care
home staff | ordering repeat medication online for care
home residents

This only needs to be done once. If you already have an individual patient
access account on behalf of the home set up at a different EMIS practice you
do not need another one.

If you order your own medication online, you must not use your personal
account to order residents medication. You will need to set up a separate
Patient Access account specific for your role at the home.

You will need to use the individual secure email address that you gave to the
surgery on the request for online account form. Make sure you are able access
to this email to verify your email address later in the process.

You will need to create a password and a memorable word during the process

Logging in if you have a patient access account set up

e Click https://www.patientaccess.com

e Then click Sign In you will need the email address the account was
set up with, the password and the memorable word

Logging in for the first time

The first thing you need to do is to Register (only done once) for an online
Patient Access user account using the details (like those below) sent by ‘your
healthcare provider' to enable you to link one or many GP practices.

Online Services for Alison Taylor

You have requested access to online services.

IAccessing online services

To access online services:

1. Create an account with one of the following service providers:

Service provider Website

Patient Access https. //'www. patientaccess.com

Approved by: IMOC
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2. Provide the following online services account details when prompted:

Linkage Key Pk3hUGSrKAMuS
ODS Code F81118
Account ID 222248004518

Note: The account details are unigue to you and were provided by John Tasker House
Surgery

If more than one GP practice treats your residents, you will need to be
link each GP practice to view all residents via the one account.

Passwords must be kept safe and secure and never shared.

e Click https://www.patientaccess.com

e Then click Register

'PdtientAccess Coronavirus  GP features  Pharmacy services Signin Register

Do not book a GP appointment if you have a fever (over 37.8 degrees), new cough, loss of or change to your sense of smell.
Stay at home and avoid close contact with other people for at least 10 days - people you live with will need to self-isolate for 14 days.

Click here to use our coronavirus symptom checker to see if you need medical help.
Find further information from the NHS for users in England and Scotland

Take control of your
healthcare
In pallnnrshlpwilhm

This website uses cookies. By continuing to use this site you are agreeing to its use of cookies.

Approved by: IMOC
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e Create your Patient Access (for proxy medication ordering) following
the online instructions as below. You will be asked to create a
username and password. Enter the care home postcode NOT your
home postcode

Create your Patient Access account

Already have an account? Sign in to Patient Access

Enter your personal details

Your home pestcode

Date of birth

Gender (optional)

Follow the on-screen instructions to continue setting up your account as below:

Create your Patient Access account

Enter your individual secure work email
address (not your personal email address).
The email must not be in use for another

< Back Enter account details
Patient Access account
Emall adare
. S
You will need to create your own password. Follow /
the guidelines and make sure you can remember it.

Mobile ramiber optional) Accept the terms and conditions and click

create account

Approved by: IMOC
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You may be asked to create a memorable word. If you are not asked at this stage, you will
be asked later.

Make sure this is something
you will remember Click

continue

As an additional measure to keep your account
safe, you will be required to set up amemorable
word or phrase that only you know. This mustbe a
minimum of 8 characters and is case sensitive. You
will be asked to enter characters from it when you
sign in. More information

It will be mandatory to have this Memorable Word
set up from 01/11/2020.

Memorable Word

Hint for your Memorable Word

Verify your email: Open your emails and click on the link in the email you were
sent to verify the email address - you should see a confirmation notification on
the screen.

Your account has been
successfully created

Check your email inbox now

We've sent you a verification link to your email
address <emailaddress>. Please check your email
inbox and verify your email address before <14 Jan
2020~

Approved by: IMOC
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Q@ Patient Access

Email verification successful

Your email address <emailaddress> is now
verified

Signin to Patient Access

Note: At this stage it is advisable to add a valid mobile number even though will show as
optional

To verify the mobile number, click on ‘Verify’ next to mobile number. You will
then be sent a 6- digit verification code to your mobile, enter the verification
code into the relevant box. Click on Confirm. Your details have now been
verified and you should see the following appear next to the mobile number.

v Verified

e Log In to https://www.patientaccess.com.

e Click on your name.

e Click on Link Your GP Practice and follow the instructions on screen.

Q@ Patient Access @ Support Centre ,% Care hor
N Home Mobile Number

Please add a mobile number to your account. If you forget your password or Memo
ED Coionaviris litarmation your identity. Add mobile number
é Health Advice
[il Appointments

@D Link Your GP Practice > ‘L‘ing to lose weight this year?

.. Find.asolution that works for you.

Feeling unwell? Get health advice

Approved by: IMOC
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On the next screen put in the practice postcode and

click search Select the required practice from list

that appears and click continue
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@ OIS Patient Access - Signinor X 4
e C & & basiiapn patientsces com
##2 apps [ Oigital LeadersinP.. (B LHCR Leaming

@ Patient Access

€ Back
1. Your Practice

registered as a patient.

If your practice is not located in England click here instead.

CM6 1ag

Select your practice from the results below.

Dr Peter Linn

Angel Lane, Dunmow, Essex CM6 1AQ
+44 (0) 1371872122

John Tasker Ho

56 New Stre
+44 (0) 1371;

ry
ssex CMé 1BH

Please supply a postcode or the name of the practice where you are currently

'i) Support Centre

0

0

You will now need the email with the details sent to you by the practice you
wish to link with. Add the linkage key and account ID EXACTLY as they
were given by the surgery. It is case sensitive. Click Confirm

2. Provide the following online services account details when prompted:

Linkage Key

Pk3hUGSrKAMuS

ODS Code

F81118

Account ID

222248004518

Surgery

Note: The account details are unique te you and were provided by John Tasker House

o +
¢ o @ apppatientaccess.
o B a ®
@ Patient Access
¢ Back

Have you received a registration letter from your practice?

o -

Link To Practice

Linkage Key

HIJJHGR

Account ID

228188005

0

(7) Support Centre

@

Angel Lane Surgery - 5092  Milos Hynek ©
Ang Q

Approved by: IMOC

Approval Date: Aug 2023

Review Date Aug 2025

37



NHS|

Kent and Medway

Check your personal details, enter your date of birth, the house name and
postcode of the care home, click continue. This will be as it was written on the
staff access set up request form that was sent to the surgery. It is case

sensitive.

@ Patient Access

@ YourPractice

.2) Support Centre

Your Practice

Name:

Alison

Date of birth:

Postcode:

o Your Personal Details

_ i

Taylor

Gender:

House name, flat or street number:

Check the details. Enter your password and click link account

@ s Pat —1

app.patientaccess.com

Q@ Patient Access

< Back
@ Your Practice

° Your Personal Details

ne: Alison Taylor

o Confirm your password

Your password

C 0 @ hups
pos [l Dl Lesce W v ' g b0 | Optinal W Q) Dl Socia Car

(7) Ssupport Centre

Approved by: IMOC
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Your account should now be linked to the practice

Repeat these steps for all practices that you have been sent a linkage key for.

Ordering medication

Your Patient Access account is now
successfully linked to your GP practice.

To order medications and view all linked users, click on your name, and click
Linked Users. A list of names that you have been linked with will be shown.

Select the patient you need to order for. The example below show patients
from two practices. When you select that patient you want, the system knows
which GP they are registered with.

NHS|
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@ Patient Access

() Home

£ Health Advice

=] Appointments

GD Link Your GP Practice »

@ Digital Social Care-. [l AotureNS collabor.. &8 DSPT-NHSD ¥ SystmOnline login

WHSmal Support

B My groups in phe

a

-4

X

C;\ Support Centre ,Ezﬂ Alison Taylor ~

Linked Users

To continue please select one of the linked users below:

@ Deborah Clare Dummy @ Mickey Mouse
51 years oid 4 years old

Donotuse
@ Xxtestpatient-Tkha
2 rs old

Approved by: IMOC
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¢ In the Medications requests box, select New request.

P Patient Access

(f) Home
Health Advic=
Appointments

[€] Repezt wedicarion

[&5) Medivel Revard

[0 M=ssages

Acting on Lehall of Donoluse Kxlestpalient-Thha

t:?j‘ Support Centre

Feeling unwell? Get health advice

2 Donotuse Xxtestparient-Tkha ~

Upcoming appointments

Medication requests

®

¢ You will see a ‘Gentle reminder’ message.

e Click Confirm to continue.

A gentle reminder

NHS|

Kent and Medway

e Select medications individually by + button OR on right-hand side Select

all medications button. You are able to see the date of last issue the
quantity prescribed for each medication and the directions for use.
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HI NHSE - atenicas- Weskattent % | M
&« i

Appe [l Mhoital Iradersin b

i rtipey

@ Patient Access

(f) Home

{& Health Advics

ﬁ Appointments

%] FRepeat Medication
@ Medical Recond

L___“'] Messages

app.patianiaccess.com/pra

B R lemng i,

Inhaw = Ak baylanirhe b %

Reguests  Your medication

Adcal D3 chewable tablet) /7 ™
tutti Frutti (Kyowa Kirin K+)

Lidi

A0 T REQUEST

A
b

in 73my dispersible
tablets

5

{

I x ol

14 Sen 2NY
©ne To 3e Taxen Each Day

AL 1O REQUEST

ke legin @l NASma 8

rpotS »

I\:;,: Support Centre ;—"-1 Mickey Mouse ~

Aspirin 75mg dispersible (/_+-_\\ Na medication selected
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e Review your request, as below.

e Interim request or shortfall requests can be requested by adding the
information to the

Message for your practice section

e Click Confirm request.

NHSE - Falencar- Weskottent X | P inbox- slicontyind@rheinnes X Q@ RV I > ¥ 4 =2 (=) bt
« 2} & Ftipeapppaiantaccess com/prascriptionsmadication ¥ -

5 Appe B Mg leaderc e @ IFCR eamng B logn|Optra W @ Digial Sovial Care | LB DSFT-NHST ¥ Spdtmnbne legin @ NS Suppat G »
e ]

@ Patient Access (3} Support Centre £ Mickey Mouse ]

() Home Varenicline 1mg tadlets and Varenicline SU0microgram tablets

AS DIRECTED
Aoi. Health Advic=
Heilin Night eye vintment preservative free (Visularma UK L)

rf] Appointments bath eves at night

& Repeat Medicatior Message for your practice

[55) Medicel Record

s

] Me=ssages

Collection point (Optiona’)

Cancel .:. Confia request:

T y
Cock
1 NHSZ - falenea - AeekobSent K | M) inhox- aliconiylodirheinhsi X Q@ FVIS Betent drcess - Signaane . X = o =
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13 medications selecled
@1 Repaat Medication
Adcal-D3 chewable tablets tutt trutt (Kyowa Kirin Ltd)
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e Click Done

Your prescription request has been sent

Once your request has been approved pleaze collect your prescription from
your pract:ce or sharmacy as previously arranged.

Please note that some prescriptions cannct be sent electroniczl y to
pharmacies. It vour pharmacist has not dispensed all your requestec medication,
dleese heck wilh your praclice

¢ Nominated pharmacy should be shown here — if a pharmacy has not
been selected orit is not correct then click on nominate pharmacy and
follow-on screen instructions

Nominate a pharmacy

You do not currently have a nominated pharmacy.

By nominating you will be able to collect approved requests directly from your
nominated pharmacy, without the need to visit your practice.

Nominate pharmacy

Mot now
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You will see a pending request message

Cancel a pending request — if you realise that the item is no longer
required, and it has not been processed by the GP practice you can

click on the 3 buttons in the corner and then click on cancel request
made

Acling on belalf of Mickey Mouse

P Patient Access (7 support Centre £, Mickey Mousa « °

q Home = o Request medication

& Health Advic=

Pending requests
[ Appointments

%] Repeat Medication Requested on 14 Sep 2019

[&5) Medicel Record

Adcal-D3 chewable tablets tutsi frutti (Kyowa Kirin Ltd)
Cne To Be Taken Twic= A Day
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Aspirin 75mg dispersible tablets
i o Be Taken Each Day
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¢ A Request rejected screen will appear if any requested items are not
approved, with a note of the reasons. It may be necessary to phone the
practice to discuss this.

7] Home

& Health Advice
] Appointments
E] Repeat Medication
[F] Medical Record

[ Messages

@ PatientAccess

ttps://app.patientaccess.com/da

5. [ LHCR Lesrming fro login|OpumalW.. @ Digtal Sociai Care .. [ RawreNsis coabor

Feeling unwell? Get health advice

Upcoming appointments

®

upcoming appointments.

@) Support Centre (9\ Mickey Mouse ~ '
Q
Medication requests New request

X Adcal-D3 chewable tablets tutti frutt (Kyowa Kiri
X Aspirin 75mg dispersible tablets

X Aspirin 75mg dispersible tablets

View all

¢ Medications which are request approved, have been signed by the GP
and issued the prescription ready for it to be dispensed to your
nominated pharmacy for the residents (all completed electronically)

@ Patient Access

Home

Health Advice

Hi;

] Appointments

%] Repeat Medication

Medical Record

&)

[ Messages

Acting on behalf of Mickey Mouse

Requests  Your medication

(_:’_‘J Support Centre

Request history

Request approved

/' Aspirin 75mg dispersible tablets
C Taken Each Day

an 26 Sep 2019 by Mr Mickey Mouse

X Adcal-D3 chewable tablets tutti frutti (Kyowa Kirin Ltd)
To Be Taken Twice A Das

Requested on 25 Sep 2019 by Mr Mickey Mouse

v’(—)" Mickey Mouse ~ [
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Ordering for another resident

e To request medication for another resident, you need to start again
clicking on your name and clicking on linked users.

When a practice adds a resident to their list of patients, you must refresh your account by
logging in and out again for the new residents to show under your name.

Log out at when you have finished as best practice, it will timeout if you do not log out.
Passwords must be kept safe and secure, never shared, or saved on a device.
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Appendix 9 - EMIS Web standard operating procedure |
issuing patient access medication requests from patients

or through proxy access

Purpose

All dispensary staff and locum staff to know how to issue medication from
patient access medication requests in EMIS.

Using this standard operating procedure (SOP) should ensure patients get a
prompt and safe service whenever they or their proxy orders through the patient
access portal.

Process

Click on the Dispensing screen Icon on the top tool bar of EMIS.

] ) ..f :3-- Id‘_' % :‘Tl

mis/

nfnrkfloe: Mananer

L) CeBED-

Once the Dispensing screen is opened you will find a list of options on the right-

hand

side of the screen.

] Global view « |
Tasks 9.0
Lab Reports 0,0

Medicine Management 30,0

Medicines Management

Boouo (==

| Reguests with queries (30, 0)

Approved by: IMOC
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EPS Rejections

Rejected Prescriptions

Cancellation Rejections
Subsequent Cancellation Rejections
Completed

Requests

Reguests with gueries

Signed

Rejected Prescriptions

Cancellation Rejections
Subsequent Cancellation Rejections

Right click first on Medicine Management and then right click on
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Requests with queries.

Opening Request with queries will direct you to a list of tasks sent directly to a
named GP via the dispensary or via patient access users.

=\ f b o 5 (1 & 2 )= EMIS Web Health Care System - John Tasker House Surgery - -
‘ems,"/fthﬂ%ir.ss - E MIS Web Health Care S, i Tasks s 4518 o X

:

~— | Vorkflow Manager He®
%% & Change Owner ~ = View History

1 Add Note 4 High Friority

Wiorkflow | Config o 2k

View D Note i Print =

View || Admin Aciions Aciions

SCR -20  Documents -4  GP2GP -83 (83) Medicine Management -3  Tasks -7 MaiInbox - 8 (4)
\ i* Yoursecurity details have not been logaed. Click here to resolve. x |
| New priority Workflow Items received - GP2GP X |
‘ i There are outstanding Summary Care Records waiting to be sent, clickto send. x |

Bomn 22-Nov-1957 (61y)  Gender Male NHS No.

Usual GP
@ Global View « Patient Details Source Request Date =
Tasks 70| 4+ jr— =1 VR
Lab Reports 0,0 —— S LT -}
Medicine 36,1 — 2.0ct2019 &
Medicines Management —— —— 12-0ct-2019 8
Requests —— e 02-0ct:2018 & 3
] —_—— nocze &
Awatting Signing — —_——— o 8
EPS Rejections —— —— oras &
Rejected Prescriptions —— —— i & |
Cancelation Rejections P — L8
subssquent Cancelation Rejections — ———————————f- oo
Completed —_— —————— U
Requests ———— ey 030ct2019 &
Requests with queries ——— —— 13002019 8
signed 1 —— (3-0ct-2019 &
Rejected Prescriptions —— —— (3-0C02010
Cancellation Rejections —— —— (3002019 §
Subsequent Cancelation Rejections ] —— i 8
e fr— T T =Y
! S _03-0ct2019 & i
| past - ok to issue?
Pt requesting to have on repeat list to enable him to request online 2s and when needed?
il T — * ||| brug / Dosage / Quantiy Date Last sued  Issue Safety
GP2GP 83,83 | Etoricoxib 120mg tablets One To Be Taken Each Day, 7 tablet 20-May-2019 Past )
" Document Management 4.0 Gout Reissue of an acute
Referral Management 0,0
Test Requests 0,0
SCR 20,0 |
Report Management 0,0
[ Clerical | RATFORD, Lesnne(Ms) | Organisation: John Tasker House Surgery | Location: John Tasker House A Available
er (Wil N

e On the right-hand side of the screen (as above) you will see a list of names
under the heading Source. These are the names of people who have sent
requests or tasks to the GP.

¢ Find the name of the patient or their proxy and double click on one
specific name which has the words Online (name ??).
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¢ Right click on one of the Online user’s name and then Click once on the

Open icon to access the request.

ﬂ @ E-_ Change COwner- H‘\.ﬁewHis F

# Add Note 4 HighFrick
ow ||| Config =
: f* | Delete Note & Print

¢ || Admin Actions

e This will bring you to the patient’s request screen.

e The patient or proxy user may have written a message to the GP. This will

appear on the top white bar.
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| MddNae 4 High Priority
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\ I+ New priority Workflow Items received - GP2GP x|
‘ i There are outstanding Summary Cars Records waiting to be sent, click ta send. x|

@ GlobalView « | Patient Detais Source Request Date =
Taskes 20| ———ny
e " —_—

Medicine Management 36,1 02-0ct-2019

02-0ct-2019

Medicines Management e —

Requests —— 202018 =
Requests wih queries (36, 1) —_————.ac2018
Awating Signing

———0cs

)

EPS Rejections
Rejected Prescriptions
Cancelation Rejections
Subsequent Canceltion Rejections

03-0ct-2019
03-0ct-2019
03-0ct-2019

Completed —

el e 0010
Requests with queries 0NN e 03-0Ct-2018
signed Oning Ee03-0ct-2019

Rejected Prescriptions
Cancelation Rejections
Subsequent Cancelation Rejections

—— 3-0Ct-2019
3 1 o018

———ocus
o

'03-0ct-2019

IPoppoepbobbbOOOOOD D

past - ok to ssue?
Pt raquestng to have on repeat It to enable him to request onine 25 and when needed?

« (0 + |1 orug / Dosage | Quaneey

Dats Last Issued  lIssua Safety

6P26GP 83,83 | Etoricoxib 120mq tablets One To B2 Taken Each Day, 7 tablet 20-May-2019 past
ST ————— Gout Ressue of an acute
Referral Management 0,0
(e Receens 8
SCR 20,0
Report Management 0,0 |
DRE [ Oerical | RATFORD. Lesnne (Ms] rganisation: John Tasker House Surgery |  Location: John Tasker House « Available
= o y - |
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If the message is a query it needs to be passed to a GP. You can finalise
the request by simply clicking on the Approve and Complete icon. This
will issue the prescription and remove the request from the ‘Request with

queries’ list.

";é_rm”\ M EE ] W ET EMIS Web Health Care System - John Tasker House Surgery - 4518
et Worldflow Manager | Workflow Task
"‘-' Owner - ﬂ History | B Add Drug Edit Pharmacy Message ™) John Tasker House ~ B
j Add Note H Reply .'_-, Authoriser tp Change All - Patient Message &8 Nominations v
[% | Delete Note 3 Close || [B) Regime Review: | & Change Selection Uirgency [ Reject [§) Reject and Reply Apc?nrr?;?eta;ﬂ
Action Modify Request Reject Request Issus

SCR - 20 Documents - 3 GP2GP -83 (83) Medicine Management - 3 Tasks -2 Mail Inbox -8 (4)
7

¢ You should be taken directly to the next patient on the list. If you find that
the screen shows a request that has been sent to a GP already then you
can move down to the next patient by clicking the Close icon.

& Ovwner ~ =] History —‘.'\-WDI’UQ_ » Edit Pharmacy Message (%7 John Tasker House = || goocon '

# Bdd Note = S Authoriser ~tg Change All 23 Patient Message EE Nominations
o = : z % = : Approve and
= | Delete No#® ¥ Close |% Regime Review % Change Selection Urgency [’_xr Reject H Reject and Reply Complete

| Reject Request lssue

Actio Medify Reguest

e Keep clicking Open, close the queue until all the patient access
requests have been issued or tasked to a GP.

(= BN LSS HMRBET & < o EMIS Web Health Care System - Johin Tasker Mouse Surgery - 4518 - B X
emis/

Wiorkflow Manager | Workflow Task He®
& Ower + risoy | B Ad8Drug Fhammacy Message i Howicn
o adaNote  [iReply | £ Authoriser \wChange All - | |PatientMessage @B Nominations

% . ve.and
Noie. 3 Clous || & Regine Review [l Reiect. [l Reiectand Reply | 000520
Reject Request 5

Motify Request

SCR-20  Documents -4  GP2GP -83 (82) MedicneManaement -3  Tasks -3 Mallnbox -8 (4)
X |

| @ our security details have not been lagged. Click here to resolve.

| @ New proity Workflow Items received - GP2GP

| There are outstanding Summary Care Records waiting to bs sent, dlickto send.
Bom  07-Nov-1940 (78By)  Gender Male  NHS No.

Ususl GP

This task is owned by : TIDESWELL, David (Dr)
TaskList ¢ | [donex10k?
™ 04-0ct *

€D £PS - Any Pharmacy

Urgency: Immediate
£\ 0/ Gabapentin 300mg capsules One To Be Taken Three Times A Day, One hundred (100) capsule Acute Issue Refect -

02-0ct-2019
A Issusd 2 davs ago

Override Reason | A Ressue of 2n acute Change To Repeat

Total Approximate NHS Cost:  £3.09

© printer | \\PC240615\Brother HL-5240 series (@) ) store  Postdate [ | 04-0ct WE| | Separate Non-GR
Alergies  Adverse reaction to penicillins, Adverse reaction  Reqime Revew Date  [FEBIEINE] (Remove)
to Morphine, Adverse reaction to simvastatin
0% .| scmen  PT WILL BRING TN TO US AUTHORISATION TO Hon-Dispensing Patient
, | Massaga SPEAK WITH HIS WIFE. 14/3/18
e Prescioton  YOGI TAKELEY
Destnatior

Rem S of 36
CLE [ Cerical | RATFORD. Learre (Ms

BN 0N sl
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Encountering problems with issue

Some requests cannot be issued automatically. If the message contains a
request for a new or different medication, this must be passed to a GP. If there a
medication review is required, the Approve and Complete icon will be greyed out
and unable to be used.

To be able to issue the request quickly you will need to forward to a GP present
on the day, or to a specified GP.

¢ You can do this by clicking on the Owner icon and choosing a GP on
the drop-down options.

.....................

5 -J History | By Add Drug Ed Pharmacy Message 7 Jc [asherHouse ~ || pa.an ‘
(1] ﬁ Reply a Authoriser i Change All " Patient Message Nominations
¢ - > - ” . . 3 Approve and
* |Delete Note 8 Close % Regime Review hange Selection rgency [ Reject [ Reiect and Feply “Eﬁ.n-,mae'
Action Madify Request Reject Reguest |ssue

e me il & Ammes A fmms S G R T R - = Madell_. A rar

e You must also add a note to the request by clicking the Add Note icon on

the screen.
X Add Drug Bt Pharmacy Message |~ ke I v
E Authoriser g Change All . Patient Message @8 Mominations
S - Approve and
%, Regime Review Change Selectior Irgenc ﬁi Reject M Reject and Reply HE?;;.;?;E
Medify Reguest Reject Request lssue

¢ Add a note to the note box provided. ‘Disp seen’ is enough although a more
detailed note would be helpful if the note on the top of the screen is
requesting a new medication or a change of dose / strength.

e The GP will then issue or refuse the request once they have reviewed it.

Direct patient requests can be sent to either the dispensing queue or printed and
sent to one of the local nominated pharmacies as per destination recorded on the
patient’s prescribing screen.

Non-dispensing patients’ prescriptions will automatically print out. Dispensing
patients who go to the chemist will have to be changed whilst issuing.
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e You can do this by clicking the Change All icon. Choose the printed
prescription on the drop down and the prescription will print out.

EMIS Web Health Care System - John Tasker House Surgery - 4518

NEADVERBTE S oS E)T

femis)
S Workflow Manager | Workflow Task
Pharmacy Message ) John Tasker House -

& Owner  ~ S History || By Add Drug Edil
H Reply & Authorizer s Change All g Patient Message &8 Nominations
Chang tior Lirgenc [’ Peject [§) Reiectand Reply Complate
Reject Reguest lssue

& od Note
[ | Delete Mote 3 Close !E Regime Review

Action
Medicine Management - 3

Documents - 3 GP2GP -83 (83)

Reason v

Approve and

Modify Reguest
Tasks -9 Mail Inbox -8 (4)

SCR - 20

e You can also choose to send an issue to either your in-house queue
or another dispensing queue. You can do this by clicking on the
House Icon and choosing the surgery destination.

Reason v

E Owner - —|History B Add Drug Edi Pharmacy
# nddhote [ Reply | & Authoriser kgChange Al + | |Patient Message
Fr ‘ . = . - s s Approve and
Delete Note 3 Close % Regime Review ge Se [ Reject [ Reject and Reply Complete
Action Modify Request Reject Request Issue
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