Learning & m

Perfutrmance. Institute Leicestershire Partnership
Accredited Learning Department NHS Trust

IMPORTANT:

» New users must have training before using SystmOne.

» Staff should not use any other users log in details. (This will result in a breach of confidentiality.)

» You will see the blue bar downloading at the bottom of the screen please always let this complete.

» If you have forgotten your SystmOne username/password or you have been locked out of the
SystmOne, Please contact our Service Desk team on 0116 295 3500 (select the option for general

assistance). A member of our team will then call you back to assist you.

» If you are unable to log in to SystmOne please check your internet connection. You can also close
Mobile working and re-open to try again, if the problem persists, please call our Service Desk team.

Sending Tasks to the GP Practice

Important information: - Tasks should be sent for non- urgent patient related
communications only. You should allow 2 working days for the GP Practice to action
these tasks.

1. From the toolbar on the left hand side select Tasks.
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2. Select New Task from the top right-hand corner.
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3. Select the most appropriate Task Type e.g., Care Home Patient Information

Y SystmOne Care Home: Ayesha Sattar at Everdale Grange Care Home - Patient Record -
XXTESTPATIENTAACB, Ebs-donotuse (Ms) Born 04 Aug 1978 (42y) Gender Female  fihs No. 999 002 6122
Adoress: Leicestershire Healt, Gwendolen Road, Leicester, LES 4QF

Tei: 07986 541268 + 12 Patient Status Alerts

Create Task

I create sk
A

'I [ unassignea | (_) Unassignedto Everdale Grangs Care Home

w Task type [lCare Home Task |
Cancel
” User group v Unassigned to LLR CAMHS

Staffmember | | () Unassigned to LLR Referral Support Service

() Unassioned to Universily Hospitals of Leicester NHS Trust - EPR

%

(@) Unassigned to Glenfield Surgery

Q Unassigned to Spectrum Health

[ ‘;\ to South L ire Medical Group

[ Moty when sent || Mark as complete

|| Adaa ceadine

4. Write as many details as possible in the box e.g. name of medication, dose.

¥ SystmOne Care Home: Ayesha Sattar at Everdale Grange Care Home - Patient Record -
XXTESTPATIENTAACB, Ebs-donotuse (Ms) Born 04 Aug 1978 (42y) Gender Female  Nhs Mo. 999 002 6122
Agoress: Leicestershire Healt, Gwendolen Road, Leicester, LES $OF

Tel: 07986 541268 4 12 Patient Status Alerts

Create Task

U( Create Task
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v [ ST ] U Unassigned to Everdale Grange Care Home

W Task type Care Home Task |
Cancel -
il User group () Unassigned to LLR CAMHS

staff member| | () Unassigned to LLR Referral Support Service

() Unassigned to University Hospitals of Leicester NHS Trust - EPR

E

(®) Unassigneato Glenfiela Surgery

() Unassigneato Spectrum Heatth
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D Notify when sent D Mark as complete
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5. Select the name of the GP Practice from the list on the right.
Please do not select a user group or staff member.
You can select the option Notify when sent, this gives you a reminder that you have
sent a task.
7 SystmOne Care Home: Ayesha Sattar at Everdale Grange Care Home - Patient Record - X
XXTESTPATIENTAACB, Ebs-donotuse (Ms) Born 04 Aug 1978 (42y) Gender Female Nhs ho. 999 002 6122
?ifrﬁiiaéiﬁf rehire feall, Guendolen fod, Lercester, LES4GF 4 12 Patient Status Alerts
D cronract ‘ Create Task
D oo Task type ICare Home Task l { U"ass‘g"e” ‘f_) Unassigned to Everdale Grange Care Home I
User group () Unassigned to LLR CAMHS

Staffmemper | | () Unassigned to LLR Referral Support Senvice

m ( ) Unassigned to University Hospitals of Leicester NHS Trust - EPR
e
@ Unassigned to Glenfield Surgery

() Unassigned to Spectrum Health

L.

() Unassignedto South Leicestershire Medical Group

|| Notify when sent Mark as complete

|| Add a deadiine

L - &

6. Select create task in the top left-hand corner, if you cancel out of the task screen,
the information will be lost.

7" SystmOne Care Home: Susan Hind at The Phoenix Care Home

LEICESTER, Lucy (Miss)
Address: Everdale Grange Care Home, 78-80 Lutterworth Road, Al
Tel- 07791 2345667

| I') Create Task |

w Task type Care Ho
/ Cancel
please wisit Lucy as she h

confiicad

7. Select Save in the top left hand corner, if you select Discard, the task will not be
sent to the GP Practice and the task will disappear.
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Note: - when creating the task if you selected the ‘Notify when sent’ box, you will see this
screenshot. Please close the box.

8. Click on the red message in the bottom right-hand corner.

¥ sy Hind at. Home - ol x|
[ | # |

Bob Adams Doris Blunder Mani Lower
922 456 3597 112233 5253

23 Apr 1967 (51y) 05 Aug 1987 (31y)
2 Alderton fload, Grays, Ri16 302 The Towers, 12 Parkuay, Weliyn
Tot 01375 12233 Garden Ciy, AL 1L

Tet 01322 380737
Connor Ahmed-Smith Lionel Leicester Nigel Smith
07 Jan 1986 (32y) 02 Oct 1958 (G0y) 130 488 4031

17 Bolney Green, Luton, LUZ 8RT 111 Canon Straet, Leicester, LE4 13 Apr 1973 (45y)
Tek 01562 505650 aen 2 School Lane, Hottingham, NG13.
Tel: 0118 1238 7854 -

oFE
Tel 0115 881 3887

Sally Ann Blue Lucy Lelcester
15 Dec 1976 (41y) 02

Ever

Lute

Flat §, 5-7 Seward Sireet, London
ECIV Mz
ol

(+] (&) (%] e a

9. Select ‘Acknowledge’ This automated notification tells you that the task successfully
sent to the GP practice (or highlights that there is a problem).

7 SystmOne Care Home: Susan Hind at The Phoenix Care Home - Notifications —10] x|

The requestfor Diclofenac potassium 25mg tablets could not be sentto ——
the owner of the repeat prescription, it has been sent direclly o the unit

o instead

Patient Details
28Nou201800:35  MrBob Adams “James™
922 456 3507
23 Apr 1967

The request for Salbutamol 100micrograms/dos e inhaler CFC free could

Acknowiedge
not be sentto the owner of the repeat prescription, it has been sent

o directlyto the unit instead
Patient Details
28 Nov 2018 09:35 Hr Bob Adams “James™
922 456 3507
23 Apr 1967
- (&% e e  retiions nat e sonisios BB

10. Select the Home Icon in the bottom left-hand corner to get back to the home screen.

End of Guide
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