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1. The NHS number must be used in all clincial documents and correspondence including
letters
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Mental Health Act reports
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2. Documents produced from RiO have the NHS number automatically included.

3 Other documents and forms must have the NHS number included. The NHS number
can be looked up on
e The paper medical record
¢ RIO
¢ the Clinical Spine Application.

4, Guidance notes from Connecting for Health on how to use the CSA to look up the NHS
number are attached below.
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1 Document Purpose

This user guide is intended for users who perform the demographic related tasks
within the Summary Care Record (SCR) application and provides functional step by
step instructions supplying the necessary guidance to perform all user functions
efficiently and effectively that enable the user to search for and locate a patient’s
demographic record. These are;

o Basic Search
o Advanced Search
. Search By NHS Number
° Select a patient from the search results
. View patient demographics
. Print patient information
. Edit patient demographic details
1.1 Disclaimer

All data and names used within this training material are for illustrative purposes
only and bear no relationship to actual persons or organisations nor do they
constitute correct or complete statements of fact, any and all similarities being
purely coincidental.

SCR displays the information as sent from the GP Practice and renders it according
to specified rules; it does not validate the content.

This material was created using pre-release software and as a result minor
differences may exist between the screen images used and the released version.

BT is not responsible for the link to, nor the content or validity of internet sites
referenced in this material.

1.2 Notice

Healthcare Professionals should use their professional judgement and use the
summary record as a source of patient information to support rather than replace
the recognised and established process of patient assessment. If the integrity of
any clinical data is in doubt its validity should be checked with the patient, their
carer or other sources of information.

1.3 Browser Settings and Window Applications
It is advised:
. not to use more than one browser session as important information may be
obscured.
o not to use browser navigation options as this may lead to old information

being displayed.

. not to use “always on top” if an application provides this facility as it may
obscure important information which may contribute to a delay in the
provision of care.
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2.1

2.2

The Summary Care Record application

The Summary Care Record application (SCR) is a web based user interface that
facilitates the access to information held on the NHS Care Records Service (NHS
CRS) and it replaces the Clinical Spine Application (CSA).

For a patient to receive the best care from the NHS it is necessary for their
information to be available wherever and whenever it is needed. The NHS Care
Records Service (NHS CRS) will allow this to happen. For the first time,
information about patients held electronically, will be accessible when they present
for treatment anywhere in England.

The NHS Care Record for a patient will consist of information built up over time, as
they present for treatment.

A patient might be treated at the GP’s surgery or the local hospital. Information is
captured as a Detailed Care Record at the point at which treatment is provided.
This Detailed Care Record is accessible within a limited geographical area. As well
as this, a Summary Care Record of important details will be held on a national
database called the Spine. These details will be both demographic (such as name,
address and date of birth) and clinical (such as allergies, medication and some
clinical correspondence). The Summary Care Record is available nationally to
authorised healthcare professionals, wherever the patient may present for
treatment in England.

The preferred method of interacting with patient data is to access the Detailed Care
Record. Healthcare professionals who are unable to access the appropriate
Detailed Care Record are able to view a patient's Summary Care Record through
the SCR application.

The SCR application provides a means to view the patient’s demographic details
with the ability to update these details if your job role allows. With the appropriate
level of access you can view the clinical details stored in the Summary Care Record
which will be available nationally, 24 hours a day, 7 days a week.

SCR Users
There are two types of users, Demographic and Clinical.

Demographic users may be former NSTS users and they can be broken down into
3 groups:

o Back office (data quality and administration)
o Patient facing (e.g. clinic administration)
. Clinical support users (e.g. unscheduled care patient registration).

Clinical users/clinicians are those users involved in a patient’s care and once
Summary Care Records are available within their area they will be able to use the
SCR application to view the patient’s record.

Audit trail

All actions within SCR are audited. An audit log entry is logged when a

A single result is returned from a search; when a search returns a list of
results; when a warning informs you that too many matches have been
found; when the View patient list hyperlink is selected and when the
demographic record is opened. If the record being looked at is a "stop
noted" record, an email alert may be sent to the Delegated Authority of the
Caldicott Guardian.
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3 The Spine Portal

The function of the Spine Portal is to provide a single, secure point of entry to a
number of applications being provided as part of the NHS Care Records Service.
All BT developed applications are accessible through a web browser and the

availability of each application depends upon your job role and its associated
permissions.

Note: GemAuthenticate Client v5.2.1 was used to capture the screen images.

3.1 To Log on to the Spine Portal
1. Insert your Smartcard into the card reader.

The system will check the credentials of the Smartcard and then request
you to enter your Passcode.

[NHS|

ATTENTION: You are attempting to access the NHS Care Records Service. Your
use of the MHS Care Records Service systems is governed by the terms and
conditions stated on the RAO1 form that you accepted when your smartcard was
issued. By entering your Passcode you are confirming your acceptance of these
and are bound by them and the Computer Misuse Act 1990. All usage of the NHS
Care Records Service is recorded and analysed. Action will be taken against any
individual attempting inappropriate activity involving the MHS Care Records Service.
If you are not entitled to use the NHS Care Records Service then you must not
attempt to gain access.

Enter your Smartcard

Yes 1 accept and wish to proceed for Dot s b e s ot

the purpose of Patient Care

s«::a-.psq:l

Yes 1 accept and wish to proceed for
the purpose of Training

‘ Mo I do not accept and wish to exit

Figure 1 - Log on to the Spine Portal - Passcode required

2. Enter your Passcode.
3. If you have more than one job role, click the session role hyperlink you
wish to use.

[NHS

Kevin Gardens

Please select your session role:

Anytown PCT, Admin Clerical: Admin: Registration Authority Manat
Anytown PCT, Associate Specialist: Hospital Practitioner

Anytown PCT, Add'l Clinical Services:Associate Practitioner:Associa

4 | 2

Figure 2 - Log on to the Spine Portal - Select your session role

Note: If you only have one job role the job role selection screen will not
appear.

The following message will be displayed to confirm your name,
organisation and job role, this will disappear after a few seconds.

Kevin Gardens

You are logged on as:

Anytown PCT, Admin & Clerical: Admin
Registration Authority Manager

Figure 3 - Log on to the Spine Portal - “You are logged on as”
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You are now logged on to the Spine Portal. Open the Portal through any
desktop shortcuts.

3.2 To Log off the Spine Portal

To log off the system, you simply remove your Smartcard from the card reader.
Removal of the Smartcard will log you out of the Spine, its applications and the
Spine Portal.

Warning: Simply removing your Smartcard may close any open Browser

A windows without warning and unsaved data may be lost. This may include
Browser sessions that have been launched from outside of the Spine
Portal. This depends on local configuration of your system.
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4

4.1

4.2

4.3

4.4

4.5

To understand Smartcard and Portal Messages

Listed below are the potential Smartcard and Spine Portal problem messages that

may be displayed:

There is no Smartcard reader available

[NHS|

There iz no smart card reader
available.

This message will appear at start up if your Smartcard reader
has become detached from your computer. This message can
also indicate that the Smartcard reader drivers have not been
installed.

Reconnect your reader and restart your machine.

The Passcode you entered is not valid. You have ‘n’ remaining tries

[NHS]|

This Passcode is not valid, You have
2 remaining tries.

You have three attempts to enter your Passcode.
Click the OK button and enter the correct Passcode.

After three failed attempts your Smartcard will be locked
(blocked).

Your Smartcard is blocked

[NHS|

“our Smart Card is blocked,

If you attempt to access the system with a locked (blocked)
Smartcard you will be shown an error message.

This screen is also displayed when you have exceeded the
invalid login attempts.

Contact your Registration Authority Personnel to have the
Smartcard reset and unlocked.

The user credentials presented are not valid

[NHS|

The user credentials presented are
not valid.

This message appears if you try to authenticate with a
Smartcard that is not valid. For example, someone
permanently leaving the NHS would have their card revoked.
If they tried to access the Spine using the revoked card they
would be denied access.

Contact your Registration Authority Personnel to investigate
the Smartcard.

No certificate was found to perform authentication

[NHS|

No certfficate was found to parform
authentication.

This message indicates that the Smartcard contains no
certificates to allow authentication.

Contact your Registration Authority Personnel to investigate
the Smartcard and see if the certificates were written correctly.

© British Telecommunications plc 2008
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4.6

4.7

4.8

4.9

410

Your Smartcard is about to expire. Do you wish to renew it now?

[INHS |

Your Smartcard is about to expire.
Do you wish to renew it now?

This message indicates that you are able to renew your
certificate(s) without meeting an RA and you are within the
expiry notification period.

If you select Yes you will be presented with the Self Service
Portal.

Your Smartcard is about to expire. You must renew now

[INHS |

Your Smartcard is about to expire.
You must renew now.

This message indicates that you are able to renew your
certificate(s) without meeting an RA and you have to complete
this action now, you have reached the end of the expiry
notification period.

When you select OK you will be presented with the Self
Service Portal.

Your Smartcard has expired. Please contact your RA Manager

[INHS |

Your Smartcard has expired. Please
contact your Registration Authority
Manager (RA).

One or more of your Passcodes is about to expire.

update now?

[INHS |

One or more of your Passcodes is
about to expire. Do you wish to
update them now?

This message indicates that you have passed the expiry
notification period and are unable to use your Smartcard. You
must contact your RA Manager to re-enable access.

Do you wish to

This message indicates that at least one of your Passcodes is
about to run out. This could be your Account Recovery,
Verification and/or Smartcard Passcode.

If you select Yes you will be presented with the Self Service
Portal.

One or more of your Passcodes is about to expire. You must update

them now

[INHS |

One or more of your Passcodes is
about to expire. You must update
them now.

This message indicates that at least one of your Passcodes is
about to expire and you have to alter it/them now.

When you select OK you will be presented with the Self
Service Portal.

© British Telecommunications plc 2008
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411 One or more of your Passcodes have expired. Please contact your RA
Manager

IZH | This message indicates that at least one of your Passcodes
has expired. You must contact your RA Manager to re-enable
S e o | the Passcode(s).

Registration Authority Manager (RA).

412 An unexpected error occurred during the authorisation process

At any time when logging on to the Access Portal, or during general system usage
you may encounter the “An unexpected error occurred during the authorisation
process” error message.

Follow the instructions shown and click the hyperlink to Return to Portal Page you
may need to log on again.

413 Connection to the server or http request to the server failed

When logging on to the Access Portal, you may encounter the “Connection to the
server or http request to the server failed” error message.

To resolve the message carry out the following steps.
1. Click the OK button and try logging on again.

If the message reappears. You will need to remove your Smartcard then
close and restart GemAuthenticate.

2. Close GemAuthenticate by right clicking the GemAuthenticate Icon in the
system tray at the bottom right of the screen. £ Ln;:u sty
Click Quit from the menu. ‘. S @

Create Report

Restart GemAuthenticate by following the path below:

Start | Programs | Gemplus | GemAuthenticate
GemAuthenticate Client

Try logging on again.

If the message reappears you need to save all work and restart the
computer.

If this has not resolved the message, contact your help desk to check
service availability.
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5 To Access SCR

Log on to the Spine Portal.

Click the Launch Summary Care Record hyperlink from the Portal.

A browser window opens and you are required to enter your Passcode (it
is the same Passcode you used when you inserted your Smartcard).

portal2.prt.nationakncrs.nhs.uk /http: - Microsoft Internet Explorerp [HI[=[ B3
| a
v

QKRB w)

) Search ¢ Favorices &i - =

[NHS|

ATTENTION: You are attempting to access the NHS Care Records Service. Your
use of the NHS Care Records Service systems is governed by the terms and
conditions stated on the RAD1 form that you accepted when vour smartcard was
issued. By entering your Passcode you are confiming your acceptance of these
and are bound by them and the Computer Misuse Act 1990, All usage of the NHS
Care Records Service is recorded and analysed. Action will be taken against any
individual atternpting inappropriate activity involving the NHS Care Records Service,
If you are not entitled to use the NHS Care Records Service then you must not
attempt to gain access.

Enter your Smartcard
Passcode to access:

—

Mo I do not accept and wish to exit

“Yes I accept and wisti to pracesd |

|&] Opening page hitps:fportal prt.national.ners, nhs. ukjredirect fhttps: fportal2.prt nat [ s el

Enir

Figure 4 - Smartcard dialog box requiring Passcode to be entered

Note:

Enter your Passcode.
You have 3 attempts to input your Passcode. If your Passcode is

unrecognised or you press the No | do not accept and wish to
exit button at this point you will need to close the browser and re
select SCR from the Access Portal.

Click the Yes

| accept and wish to proceed button.

If you have one role in SCR, the SCR Basic Search screen is displayed.

If you have more than one role in SCR and your current session role does
not have access permissions to SCR, the SCR Role Selection screen will

be displayed.

The SCR Find a patient - Basic search screen is now displayed.

s -
o S i gk
e NEPRPY NP

Find a patient
Please search for a patient by either entering details below or, if known, using NHS numbes

Basic | Advanced |

Youmust enter al ofthis patient information

{} Tips on finding a patient using Basic
searc

Gender O Female O Male
Family name

Date of birth

Please try and enter at least one of these items

Given name
Need more help?
Full posteode Postcode finder ) Help with this screen
» Tell me more about searching
OR find using NS number
NHS number
3 = Y O S
R e I
P TR e A Ve

PR

Figure 5 - The SCR Find a patient - Basic search screen
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5.1 To Change Role within SCR

This functionality is only available to users with more than one role that can access
SCR and can be accessed at any time from any screen. Different job roles may

give you access to different functionality and assorted groups of patient records due
to the Legitimate Relationships they provide.

1. Click the Change role hyperlink in the global menu (top of screen).

Warning: If you are viewing a patient’'s summary record you are warned
that the current record will be closed and asked to confirm that you wish to
do this.

2. Click the Continue button.

Your SCR job roles are listed.

13} NHS Summary Care Record - Role selection - Microsoft Internet Explorer

Help | Exit Summary Care Record h !:Ei

Role selection
Please foilow the steps below to select your role
(‘D Choose the role you wish to use for this session

Role Area of work Organisation Chosse

Hospital Consultant Principal General Medicine Ruby Hall Clinic &

General Dental Practitioner Physiology Ruby Hall Clinic e

@ Continue using the role you have selected

g gl ey i vl R
. . B -
I e ¥

Figure 6 - Role Selection

3. Click the radio button next to the role you wish to perform.
4. Click the Continue button.

The new role is selected and the Find a patient - basis screen is returned.

5.2 To Exit SCR

When you exit SCR the browser window in use is closed, removing all confidential
information from view. If you do not have time to exit the application using the
steps below, simply remove your Smartcard from the reader. SCR will close down
all browser windows and protect the confidentiality of the patient.

1. Click the Exit hyperlink in the global menu (top of screen).
2. Click the Continue button to confirm the closure of the application.
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6 Getting Started

The SCR application consists of screen elements which provide you with links to
additional functionality or further information.

Global menu Actions for this patient drop down—

3 ﬁHS Summary Care Record - Key demographic information -

Summary Care Record [0/~

n
. EeEeeeee——eeeee————e——TnEeee——————— }
Patient Find a patient | Change Role | Help | Exit | Print ‘?
banner i
Gale BOTOH Dog 20-Jun-1959 Female nHS 111111 31

Tabs——» Clinicals | Patientdetails | HealthSpace - t [ Actions forthis patiet v| [l €
i

1

Key demographic information | GF & care providers | Related (2

P

sub-tabs Key demographic information 5 ?’F;
This is Miss Gale Frey BOTOH 's key demographic information. % i
] i

Hame | Edit | View history E Mt

Usualname Miss Gale Frey BOTOH 4.:' f;ell], Coventry, Buckinghamshire,
I+ New name pending g ;
Preferred name  Mrs Gale Frey Rexley HUNTINGTQ:': E
o i ) Ngpgavesatiat s | A0, YR SR RS

E User information

6.1 The Global menu

These options are available on every screen; Find a patient, Change role, Help,
Exit and Print. Find a patient allows you to close the displayed record and search
for a new patient. Change Role is only active if you have more than one role with
access to SCR. Help opens a new window displaying help information about your
current screen. Exit ends the current SCR session with the closure of the browser
window after confirming this action is to be taken and Print allows you to print the
contents of the current screen (if available).

Figure 7 - SCR screen overview

6.2 The Patient banner

This banner clearly identifies the patient whose details are displayed on the screen.
It shows their name, date of birth, gender and NHS Number. If the patient is
deceased it will also show their date of death. It could also include a warning to

indicate that the record is subject to a data quality investigation (flagged as
Business B).

6.3 Actions for this patient

This is a drop down list providing access to additional [ i e forthis patient v | Beiil
functionality SpeCifiC tO your ConteXt Wlthln the ' ........ e e ...............
application. You select an option from the list and then |Edit Consent '
click the Go button. The options available will vary [Sealing Actions
depending on your role profile. The follow table lists the

options that could appear in this drop down.
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Option Description

Back to Will close the active patient record and return you to the Patient list
patient list screen (This option is only available to non-clinical users).

Sealing There are four sealing actions; sealing, unsealing, refusal to seal and
Actions sealing history. This option takes you to a screen where you can

select one of these sealing actions. It is only available to clinical users
with permission to establish sealing controls.

Select for This option will add the patient to the SCR user’s current work groups

care in order to create a Legitimate Relationship for the team. It is only
available to non-clinical SCR users with permission to create a patient
self-referral Legitimate Relationship.

Edit Consent | Will display the screen that allows you to update the patient’s consent
status, at their request. This includes both consent to store and
consent to share. It is only available to SCR users with permission to
update patient consent status for the Summary Care Record.

6.4 Tabs and sub-tabs
The main tabs in SCR, displayed according to your role profile, are:
o Patient details
o Clinicals
. HealthSpace

The sub-tabs are the screens available within the selected tab these are displayed
on the line below. For example using previous figure the sub-tabs are Key
demographic information, GP & care providers, Related people and Historical
information.

6.5 User information
The banner at the foot of the screen carries a confidentiality reminder and your
name, role and organisation as the active SCR user.

6.6 Further screen elements

Navigation Bar containing the Right hand panel

‘Back’ ;
. B NHS Summary Care Record - GP Summary - Microsoft Internet Explorer 2Ey
||nk Find a patient | Change Role | Help | Exit | Print Summary Care Record E E E
Gale BOTOH pos 20-Jun-1959 Female mHs 111 1113122 A
Clinicals Patient details HealthSpace | Actions for this patiert v E“
GP Summary | Cinical correspondence | Show all f’
€( Back to GP Summary list y
Icon In the last six months: }
. GP General Practi o
and info e = - —— P —
information in i E
bal’ fro ry Tell me more
N N Discharge Report
Author Dr Sandeep, The Bridge Street Practice, Bridge Street, Bridge Town, Bridgeshire, BT1 1BT, England,
+4401234567890 GP GP Summary
Allergies and Adverse Reactions
13-Jan-07 Refused consent for upload to national shared electronic record 22-Jan-2008 E’::;g::‘:ﬂ’" —
M a | n 14 -Nov-06 Allergy to Drug - Penicillin, (probably present) .
Patient stated that they told that they were were allergic to penicillin by their parents
screen Repest Medicaton (
Date first prescribed  Medication ltem Dosage instructions  Quantity or duration  Reason for '
area medication J
02-Mar-06 1% Hydrocortisone  use on affected P S B e
B el s
il g P A e i -ﬂ??ﬁj‘:",',“fj_‘fﬂ,w“ SR S

Figure 8 - SCR screen overview - Further information
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6.6.1

6.6.2

6.6.3

6.6.4

6.7

6.8

6.8.1

Icon and info bar

Icons and information messages are displayed in this section of the screen. There
are a number of different types of icon message that could appear here, such as
the flags indicating sealed documents, or data quality warnings.

Main screen area

Most content is displayed in the main screen area.

Navigation bar

On certain screens beneath the sub-tabs the Navigation Bar will be visible this
contains buttons that enables you to manoeuvre back from the current screen.
Right hand panel

This panel is screen and context sensitive. In some cases it displays relevant help
information, including links to on-line Help.

To Print within SCR

Only some of the screens in SCR can be printed. Printable screens include the
patient’'s demographic details. If a screen can be printed, then the Print option will
be available on the global menu. This is the only way you should print information
from SCR.

1. Navigate to the Patient Record.

2 Click the Print hyperlink on the global menu.
3. Set any further print settings as required.

4 Click the Print button.

Getting Help

There are a number of ways you can get help whilst using SCR. The application
has been designed to provide you with supporting information and guidance as you
work. Help can be accessed by:

e Accessing on-line help
¢ On-screen help panels
e On-line help navigation

e Using the glossary

To access Help
1. Click the Help hyperlink on the global menu.

Help opens in a new window displaying information about the current
screen in the main Help panel. Explanations about the purpose and
content of the screen are provided with step-by-step instructions, if
necessary.
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6.8.2

6.8.2.1

6.8.2.2

<} NH5 Summary Care Record - Help E@l@
Prinl | Back | Forward | Exithelp CsA Help ITTH

SCRonline help

How da |2 - Find a patient - Basic search

ZlHow do 1?
7~ . . =
Change consent status 4.F Find a patient - basic

Change role
Create legitimate relationship Rege gotent
= About this sereen
EQpEmomrR g Find using an NHS number
Find a patient Find using the basic search
Override dissent » Tips
Print patient information
Sealiunseal a document About this screen
View clinical documents The Find a patient - Basic screen allows you to search for a patient using a limited set of patient details. Providing
this information will enable you to find your patient in most cases. The top tips in the right-hand panel will help you

e to find your patient quickly.

#1 Tell me more
Find using an NHS number

HEAG The patients 10-digit NHS number is will identify them uniquely. This is the quickest way to find their racord, if you have the information.
Glossary
Find using NHS Number - Step by step
Guide = Click into the NHS Number text box (or click the NHS number link at the top of the screen)
= Type the patient's 10-digit NHS number. You can enter the number without spaces or in the format nnn nnn nnnn
(with a single space between each block of numbers)
= Check that you have typed the number accurately. The wrong number will find the wrong patient! Click Find.
= The patient's details will be displayed for you to confirm their identity
Find using the basic search
If you do not have the NHS Number, the next most efficient way of finding the patient’s record is to provide a limited set of commonly
known data. The minimum infermation required is gender, surmame and date of birth. If you can also provide given name andror full
postcode, you will improve the likelihood of a single match. If you do not have even the minimum information (for example, you may not
have a full date of birth) go to the Advanced tab.
Gototop
Find using basic search — Step by step
= Gender - select either male or female. (If this infermation is not known. go to the Advanced tab).
= Sumame — enter the patient's sumame (family name} in the text box. You can type any letters (upper of lowercase)
and you can include an apostrophe (') or hyphen (-) if necessary. VWhen you search this will match with patients that
have this name recorded as an alias or maiden name, as well as sumame.
= Date of birth — you can enter the date in the NHS standard format (e.g. 23 May 1980) or in a numeric format
Done
. Click any provided links within Help. Navigate using these links and the

Back hyperlink.

. Use your Task to work with the application and Help.

2. Click the |§| Close button on the Help window to exit.

The Help screen

The navigation panel, displayed on the left of the screen, is always visible when you
are in Help. It provides access to all the different sections of Help and allows you to
find what you are looking for quickly and easily.

The navigation panel has two sub-menus; How do I? and Tell me more as well as
FAQs and the Glossary.

How do 1?

This is a menu of the different tasks you may need to carry out within the
application. The tasks are listed in alphabetical order. Selecting an option here will
take you to the relevant section of Help which will include step-by-step instructions
for the task.

Tell me more

This is a list of topics that you may want to know more about. It includes
information that will help explain the applications functionality. For example, there
is information about the access controls that restrict what you can see and do in the
application. This may help you to understand why you were unable to access a
specific patient’s records.
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6.8.2.3 Glossary

The glossary is an alphabetical list of definitions to help you understand the
terminology and abbreviations used within the application. Links to sections within
Help are also provided for some definitions.

6.8.3 On-screen help navigation
Often displayed in the right hand B e e .
panel of the main SCR screen are W P i i i
links to related help topics. These x General searchtips
are context sensitive and will « Familyname tips
change depending on the task you + Dstetips
are Undertaking. »  Givenname tips

= Fostcode finder tips

Click a link to launch the help
window to display this related i -

t0p|C. »» Tell me more about searching

Meed more help?

Figure 10 - On-line help navigation
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71

Patient Search

There are various methods of searching for a patient.

It is worthwhile asking

yourself a few questions first, in the following order to determine the best method to

find your patient.

© Do you have their NHS Number?

® Do you have their full Date of Birth?
©® Do you have an accurate Surname?

® Do you have a Full Postcode?
© Do you have any Address details?

If Yes, perform an NHS Number search.
If No, perform an Advanced search.

If No, perform an Advanced search with
‘sounds-like’ option selected.

If Yes, perform a Basic search.

If Yes, use the Postcode finder,
Then perform a Basic search.

@ If you have none of the above, with a common Surname perform an Advanced

search otherwise try a Basic search.

Ultimately having the 10 digit NHS Number for a patient is the quickest and most
efficient method of tracing a patient as it will identify them uniquely.

Find a patient - Basic

Using a small set of patient details the basic search will enable you to find your

patient in most instances.

The screen is essence has two sections, the basic

search above the first Find button, with the NHS Number search at the bottom of

the screen between both Find buttons.

2 NHS Summary Care Record - Find a patient (basic) - Micrasoft Intemet Explorer

Change Role | Help | Exit Summary Care Record h I}H

Find a patient

Basic Advanced

Please search for a patient by either entering details below or. if kKnown, using NHS number

You must enter all of this patient information
Gender (O Female O Male
“ Family name

* Date of birth

Please try and enter at least one of these items
Given name

Full postcode

—

OR find using NHS number

Postcode finder

NHS number

——

SR A "} Tips on finding a patient using Basic search

= General search tips
= Family name tips

= Datetips

= Given name tips

s Postcode finder tips
Need more help?

»> Help with this screen
»> Tell me more about searching

VAN Use of the NHS Summary Care Record is subject to
£2% confidentiality regulations. Some actions will raise a
privacy alert.

»> Tell me more about privacy alerts

Figure 11 - Find a patient - Basic
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711 To perform an NHS Number search

The NHS Number search with a correct NHS Number will return a single matched
patient record.

1. Click the Find a patient hyperlink on the global menu (if this screen is not
displayed by default).

2. Type the 10 digit NHS Number with or without spaces in the NHS NUMBER
field.

3. Click the Find button.

A single match or no record found message will be displayed.

71.2 To perform a Basic search

The red asterisks represent mandatory fields that are required input for a basic
search. Providing any additional information will increase the probability of finding a
single match.

1. Click the Find a patient hyperlink on the global menu (if this screen is not
displayed by default).

Click the Female or Male GENDER radio button.
Type a Surname in the FAMILY NAME field.

Note:  This can be in any case, include apostrophes, hyphens and will
match against patients with this recorded Surname, Alias and/or
Other Name (i.e. Maiden Name).

4. Type a Date of Birth in the DATE OF BIRTH field.

Note: Dates can be entered using a space, dash or slash as your
separator with or without leading zeros. You can use the NHS
standard date format of dd Mmm yyyy (e.g. 15 Nov 1990), this is
the format that is used to display dates, regardless of how they
were input.

It is recommended that you always enter the year as four digits
for accuracy of century, however entering the last two digits is
accepted and the application will determine if the date is to be
preceded by 19 or 20 based on the current date.

In addition for Date of Birth, you cannot enter a date that is in the
future or one that is more than 150 years in the past.

The mandatory fields are now completed, you can at this point opt to find
your patient, however providing two more optional pieces of information will
be useful in reducing the number of results returned and eventually
returning a single match.

Type a first name in full in the GIVEN NAME field.
Type a full postcode in the FULL POSTCODE field.

Note: If you do not have the full postcode you will need to use the
Postcode finder facility.
7. Click the Find button.

A single match or message will be displayed to refine your search further.
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7.1.21 Search Outcomes

The following search outcomes apply to you performing a basic search.

Outcome

More than 50 matches

Between 2-50 matches

Between 2-50 matches

Single match

View patient list

No matching records

Explanation

You will be asked to refine your search. Provide
more information, if you have it, or go to the
Advanced tab.

If you did not complete both optional fields (GIVEN
NAME or FULL POSTCODE), you will be asked to
provide this information on the Basic search screen.

If you did complete both optional fields (GIVEN NAME
and FuLL POSTCODE) you will be asked to provide
more information on the Advanced tab.

The single matched record will be returned.

If you have no further details, the /! View patient
list is also available to you. Selecting this hyperlink
will display the matching records to enable you to
identify your patient. Using this option may breach
patient confidentiality and the action is therefore
audited and may be investigated.

If there are no matching records you may have
included information that does not match the
demographic details recorded for the patient. Check
if any details have changed recently and try
searching on their previous information.
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713

7.1.31

The Patient List screen - Selecting a patient to view

You have clicked the Find button and have not returned a ‘single patient match’;
you should attempt to provide more specific criteria to identify your patient. Only if
you are unable to do so should you use the View patient list hyperlink to see the
list of matching records, up to a maximum of 50 records.

Doing so may breach patient confidentiality and the action will be audited.

R
. . o g

[ Basic T AdvVERCaR=" Wogr' W sttt W, it i

g . e e pres P S D, e i

4 il S » g e WL PSRN e

9 patient;

Pigase

(3N s
£ |f the pa

atch Male, Chandrasekhar, 14-Jul-1968
i ame o full posteode

giwen naj
not provide more informatien. then you may wiew the list of patients - this will b2 audited and may be investigated.

ity View patient list

You must emter all of this patient information * Denales n

ired feld {1 Top tips for helping you find patients within
the NHS Summary Care,Racos i rmnli- ot omes,.
s e S ™ e e R s

* Gender Famale = Male

S 2
ke, Sl R e

-
e e T

Figure 12 - View Patient list button and warning

1. Click the /1. View patient list hyperlink.
A list of patients is returned and this action has been audited.
2. Move your mouse up and down the list.

The record will highlight blue making the row easier to read. If the record
highlights black this indicates that the patient is deceased. The record will
also display the recorded date of death for this patient.

It is your responsibility to identify the correct record, as acting on the
wrong patient record may contribute to delay in the provision of care
or the provision of inappropriate care.

If the record displays **irregular record on the information line, this
is an indication that the record is subject to a data quality
investigation and the accuracy of the information may be uncertain.

3. Click anywhere on the line of the required patient record to select.

Broaden Search, Narrow Search and/or New Search

You can use Broaden Search, Narrow Search and/or New Search to assist you if
you do not get the results you expect.

Cantsae petient you're looking fort Broadansearch  Too very results? Narrow s2arch Startagain® Mew search

Broaden Can't see patient you're looking for? Broaden search

Search . :
If there are no matching records or the record you're expecting to

return is not found, use this hyperlink to check your search criteria is
correct and/or remove some data to expand the results.

Narrow Too many results? Marrow search

Search . " o .
Too many results require additional criteria to be input. Use the

Narrow search hyperlink and provide (if possible) the additional
information that SCR requests.

New Start again? New search

S h
earc This hyperlink provides a quick mechanism to start again.
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7.2

Using the Postcode finder

If you have some address information, use the Postcode finder to find or confirm
the full postcode. This should be possible in most cases and is the recommended
method of entering a postcode.

ST

5 -.*\-.--’r‘"’""'“’- o i

Postcode finder :}‘

i
L e P

T oyt

Using a full postcode in a Basic Search will greatly improve the probability of finding
a single match.

1. Open your search screen this can be a Basic or Advanced search.
2. Click the Postcode finder hyperlink.
e g!“ww;q_ o ~="}
'_f“v-"-'ﬂw""""“- u-u.i"‘""":' ":M'v.._,-n-. it e nﬁmﬂ“‘hwl - i ¥ ,_
a_ ;
Cancel j
IJ‘:_ -.
;’ i r Postcode finder 5
Please enter as much information as you can
i !
¥ &
§ Address %
b ;4
b &
g': é}r
& Town 3
i County ¥
Fé i
] country United Kingdom !
s ?
W IR ot b e e TR F e

Nt

Figure 13 - The Postcode finder

Enter as much information in the ADDRESS, TOWN and COUNTY fields.

3.
Note:  You must enter at least the postal town (line 4) with either the
house/building name or number (line 1) and street (line 2).
4. Click the Find button.

Matched addresses are displayed in a scrollable panel

© British Telecommunications plc 2008

Page 26 of 56 Uncontrolled if printed



7871 2008-A SCR

Issue 1
NHS CFH Approved - 1st May 2008

NHS Use Only

Try again

{;; Postcode finder results
Click on the address to select the postcode

8 matches for ,Church End , Waketon

124 Church Street, Church End, Waketon, East st
Shire, WKZ 2AB

125 Church Street, Church End, Waketon,

Shire, WK2 2AB

126 Church Street, Church End. Waketon, East
Shire. WK2 2AB

127 Church Street, Church End. Waketon. East
Shire, WKZ2 2AB
128 Church Street. Church End, Waketon. East
Shire, WKZ2 2AB

128 Church Street, Church End, Waketon, East
Shire. WKZ 2AB

130 Church Street, Church End, Waketon, East
Shire. WKZ 2ZAB

Cant see the postcode you are looking for? Check spelling and
try entering less data or read our postcode searching tips

Figure 14 - The Postcode finder results panel

5. Click on the correct address in the displayed list.

Or

Click the Try again hyperlink to change your search criteria.

Note:

The Postcode finder allows for common misspellings and you are
able to use the wildcard character in any line. If more than 99
matching addresses are found an error message will be displayed
asking you to refine your search criteria and if no matches are
returned you will be required to provide less information.

The Postcode finder only searches UK addresses.
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7.3 Find a Patient - Advanced

An advanced search enables you to search using a wider range of patient details
compared to the basic search. The mandatory fields remain the same as that of the
basic search however you can be more flexible through the use of wildcards and
Sounds-like options.

The red asterisks represent mandatory fields that are required input for an
advanced search. Providing any additional information will increase the probability
of finding a single match.

1. Click the Find a patient hyperlink on the global menu (if this screen is not
displayed by default).
2. Click the Advanced tab.

2 NHS Summary Care Record - Find a patient (advanced) - Microsoft Internet Explorer provided by BT Webtop 3=

Help | Change Role | Exit Summary,Care Record INHS |

Find a patient

Please search for a patient by either entering details below or, if known, using NHS number

You must enter all of this patient information Denotes reauire

Lt Tips on finding a patient using

Gender O Female O Male O NotKnown O NotSpecified Advanced search

- = Advanced search tips
Family name

= Broaden search tips
5 From To
Date of birth = Narrow search tips

2
Please try and enter atleast one of these items Needimare elp

» Help with this screen

Given name ¥ Tell me more about searching
Middle name
1), Use of the NHS Summary Care Record is
Erom To subject to confidentiality regulations. Some
Date of Death actions will raise a privacy alert.
»» Tell me more about privacy alerts

Full postcade Postcode finder

GP Details: GP(GNC) Code or Practice Code

Search Option

[] Sounds-like or common misspellings (for names)

CONFIDENTIAL: PERSONAL PATIENT DATA accessed by User Zarintaj Lawani Consuitant, Anytown District Hospital

Figure 15 - Find a patient - Advanced

3. Click the Female, Male, Not known or Not specified GENDER radio
button.
Gender Description
Female

Returns patients whose gender has been recorded as your
selected choice: Female or Male

Male
Not known Returns patients who have no recorded gender information.
Not specified Returns patients whose gender has been recorded as
indeterminate (i.e. Cannot be classified as Female or Male).
4. Type a Surname in the FAMILY NAME field.

Note:  This can be in any case, include apostrophes, hyphens and will
match against patients with this recorded Surname, Alias and/or
Maiden Name.
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10.

You are also able to use the wildcard character * in this field to
widen the search or assist you if you are in doubt over the correct
spelling of the patients name.

Type an exact Date of Birth in the DATE OF BIRTH FROM field if you have
this provided for the patient.

Note: Dates can be entered using a space, dash or slash as your
separator with or without leading zeros. You can use the NHS
standard date format of dd Mmm yyyy (e.g. 15 Nov 1990), this is
the format that is used to display dates, regardless of how they
were input.

It is recommended that you always enter the year as four digits
for accuracy of century, however entering the last two digits is
accepted and the application will determine if the date is to be
preceded by 19 or 20 based on the current date.

In addition for Date of Birth, you cannot enter a date that is in the
future or one that is more than 150 years in the past.

Or

Type a partial date in the DATE OF BIRTH FROM field, if an exact date is not
known, such as the year or month plus year.

Or
Type a start date in the DATE OF BIRTH FROM field
Then

Type an end date in the DATE OF BIRTH TO field to set the date range to
search.

The mandatory fields are now completed, you can at this point opt to find
your patient, however providing more optional pieces of information will be
useful in reducing the number of results returned and eventually returning
a single match.

Type a first name in full in the GIVEN NAME field this can include wildcard
characters if required.

Type any additional names in the MIDDLE NAME(S) field.

Note:  Only use this field if too many results are returned and you are
unable to narrow the search further using other fields. Wildcard
characters are permitted to be used in this field.

Type an exact date of death in the DATE OF DEATH FROM field.

Or
Set a date range using DATE OF DEATH FROM and DATE OF DEATH TO.
Type a postcode in the POSTCODE field.

Note: If you do not have the full postcode you should use the Postcode
finder facility, however you can enter a partial postcode with the
wildcard character.

Type GP details in the GP(GNC) coDE field of the GP.
Or
Type GP details in the PRACTICE CODE field of the GPs Practice.
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Note:  The GP (GNC) code or Practice code will assist in narrowing your
search. The GP (GNC) code starts with a G followed by 6
numbers and the Practice code starts with a letter followed by 5

numbers.
11. Click the Find button.
7.31 Search Outcomes

The following search outcomes apply to you performing an advanced search.

Outcome

More than 50 matches

Between 2-50 matches

Single match

View patient list

No matching records

7.3.2 Displaying the Patient List

Explanation

You will be asked to refine your search. Provide
more information, if you have it.

If you did not complete any optional fields (GIVEN
NAME, MIDDLE NAME, POSTCODE, DATE OF DEATH
FRomM, DATE OF DEATH To, GP (GNC) cODE or
PRACTICE CODE), you will be asked to provide this
information on the Advanced search screen.

The single matched record will be returned.

If you have no further details, the /! View patient
list is also available to you. Selecting this hyperlink
will display the matching records to enable you to
identify your patient. Using this option may breach
patient confidentiality and the action is therefore
audited.

If there are no matching records you may have
included information that does not match the
demographic details recorded for the patient. Check
if any details have changed recently and try
searching on their previous information.

See The Patient List screen - Selecting a patient to view on page 25.

12. Click the View patient list hyperlink to return a list of matched records.

13. Move your mouse up and down the list.

14. Click anywhere on the line of the required patient record to select.
7.3.3 Find a Patient - Advanced - using the Sounds-like option

When an advanced search is

spellings of names.

wildcards from all fields.

performed it defaults to exact match searching this

means that your criteria has to match exactly with the stored data. The Sounds-
like option broadens your search by looking for common misspelt or alternative

You must complete the POSTCODE and/or GIVEN NAME fields and remove all
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. Follow all the steps for an advanced search ensuring that no wildcards are
entered.
. Check that the POSTCODE field is completed.
And/Or

Check that the GIVEN NAME field is completed.

F - R PO
G Y el i T — i i bt

Fih PEREPIEL R

Search option f

] Sounds-like or common misspellings (for names)

Please note that selection of "sounds-like” option can change the information that must be
entered for the search.

-
Tk A R
AT \."'.\.'&--‘cq_ s 'd"‘-._u - ki g

i gl gl g e b s

-\.\_‘,_'\"RO’H'-\A_ Ty -"‘-‘"""ﬁ-\‘-‘_’

Figure 16 - Find a patient - Advanced - The Sounds-like option

. Click the Sounds-like checkbox.
. Click the Find button.
734 Find a Patient - Advanced - using partial dates and date ranges

When entering a date for an Advanced search, if you do not have an exact date
you can enter a partial date - month and year, or just year in the FROM field. The
application will interpret the partial date as a date range.

You can also set a date range using both the FROM and To field as an alternative to
partial dates.

Partial date examples

Date of Date of Application converts to
birth/death birth/death
From to Date of birth/death From Date of birth/death to
Oct 1980 01 Oct 1980 31 Oct 1980
06/1985 01 Jun 1985 30 Jun 1985
1990 01 Jan 1990 31 Dec 1990

Date Range examples

Date of Date of Application converts to
birth/death birth/death
From to Date of birth/death From Date of birth/death to
Oct 1980 1982 01 Oct 1980 31 Dec 1982
06/1985 04/1989 01 Jun 1985 30 Apr 1989
1990 13/11/1992 01 Jan 1990 13 Nov 1992
7.3.5 To use wildcards in an advanced search

The wildcard character is the asterisk (*) and represents a number of unknown
characters when searching. It can be used in the advanced search against the
following fields:
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o Surname

o Middle name(s)
. Given name

o Postcode

To use the wildcard character you must type in a minimum of 2 characters followed
by the asterisk. You can add characters after the wildcard and use multiple
asterisks in a field.

See the following examples:

Field Criteria Result

Jo* John, Joan, Joe, Joel, Joseph, Jonathan, Jordan, Joshua
Jo*n John, Jonathan, Jordan
Jo*ath*n Johnathan, Jonathan, Jonathon

(same name different spellings)

Me*an Meagan, Megan, Meghan

(same name different spellings)
NE1* Postcodes starting with NE1, NE11 to NE19 are returned
NE1 * NE1 postcodes are only returned as a space is included

before the asterisk as the postcode separator

7.3.6 Hints and tips for performing an advanced search

The application’s on-line help can assist you with lots of hints and tips as to how to
broaden or narrow your search.
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8 Patient Details - Overview

Every NHS patient in England has their demographic details stored as part of their
Summary Care Record. These details may also be held on other systems, such as
a PAS system; however the master record is the one that is stored in the patients
Summary Care Record. The SCR application views the master demographic
record on the Patient Details tab. This tab is visible to clinical and non clinical

users.

The Patient details tab is displayed once you select the patient you are looking for
from the Patient list screen.

There are four sub-tabs for the patient.

o Key demographic information
° GP & care providers

. Related people

o Historical information
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8.1 The Patient Details tab - Key demographic information

The Key demographic information sub-tab holds Name and Address details,
Contact information and Other information for your selected patient.

1. Navigate to the Patient details tab.

The Key demographic information screen is displayed.

A NHS Summary Care Record - Key demographic information - Microsoft Internet Explorer

Find a patient | Change Role | Help | Exit | Print Summary Care Record !;!:Ei

Gale BOTOH Do un-1959 Female wnHs 111111 3122

Clinicals Patient details HealthSpace Actions for this patisrt ".EE

Key demographic information | GF & care providers | Relsted people | Historical information

Key demographic information
This is Miss Gale Frey BOTOH 's key demographic infermation

_Name | Edit | View history Address Edit | View history
Usualname Miss Gale Frey BOTOH Usual address  Albion Street (Motherwell), Coventry, Buckinghamshire,
» New name pending Kis4 0CH
New sddress pending
Preferred name  Mrs Gale Frey Rexley HUNTINGTON -
F MNew name pending Temporary address  Kingston, Cornwall, England, YJ71 8RR
PN dinig

Alas  Ms Edgar Law SIGISMUND
Other names  Maiden name: Correspondence address
Birth name: Names would all be
Bachelor name: displayed here
Previous name:

Contact information Ed% | View history
Telephone 04580710026 Home
Other information  Edit
. ™ ; 86745963683 Work
Gender Female

Email  4E]VZ4_x@dxcLLKr.com Home
NHS number 111 141 3122

Dateftime of bith ~ 20-Jun-1959 Fax
Birth order  Second Aeoone
Place of bith  Peterborough, Avon, Northern Ireland
Death notification status  Informal
Consentie store  Express consent
Consenttoshare  Express consent e o s ik el B e SR ol
L i - heas,_ LANguAgE gt R s T S gt e ST i -
Figure 17 - Key demographic information sub-tab
. Click any of the provided Edit buttons to amend the patient information.

If your role does not allow demographic editing these buttons will not be
displayed.
(See section 9, Edit Demographics for further instructions.)

o, T e e
Y ot s
s o~ e T o W

m—

Address | B9t | Wiew history
Usualaddress  Albion Street (Motherwell), Coventry, Buckinghamshire,
K134 OCH

T

New address pending

Trarogiey

Carlizle, Berkshire, Northern Ireland, AB40 2Q0E ¥
from 11-Oct-2010 i
: T ¢ addre inegtan. Cormusll, Canland, YI71 8RR s
s LEPOTATY address, . Kin i QR AN, R

T

SN

Figure 18 - New address pending

. The patient record may display » New address pending and/or » New
name pending this indicates that the patient has notified a forthcoming
change. Click on these hyperlinks to expand the view and see the
recorded details such as the date this change becomes effective. These
hyperlinks are toggles, click again to reduce the view.
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8.2 Updating Patient Consent

Consent can only be updated when the patient is present and in agreement. This

action is audited.
The Update consent option is only available to you if you are authorised to
complete this task in your current role profile.

1. Click Update consent from the Actions for this patient drop down list.
2. Read all screen warnings.

P gl e ’m&m

f..

W—'fﬁ...‘y. e N

Update consent
If the patient now explicitly wishes to change their consent status for information storing g

appropriate options below.

!

H

4

Consent to store  Current status: Dissented jﬁ

r g

Dissent to store will stop any further information being stored in the Summary Care f;

Record. Any existing Summary Care Record information will become inaccessible. ’

Express consent to store f

@ Express dissent to store E
Consent to share  Current status: Implied consent %
| Dissent to share wil stop clinical informaticn held in the Summary Care Record and the t

NHS Care Record Service from being shared across organisational boundaries (unless 4
sent as part of a direct clinical communication). Z‘

Express consent to share 't‘}

@ Expressdissent to share

g
Car 5

“sw’“h \w_a‘xp-ﬂ - E

s el e g o A M
Figure 19 - Update consent screen
3. Click either the Express consent or Express dissent radio button for the
Consent to store and/or Consent to share
4, Click the Continue button.

A confirmation screen is displayed.

T e e e BTl T *‘W""_-"E
W o et j

w—— gl g Ty
:

i -
t Please review and confirm the following changes

Consent to store

UPDATED to Express consent to store

T e

Consent to share

UPDATED to Express dissent to share

e

TR

“F,

Cancel all changes

If you proceed, this will be audited. Any inappropriate breach of patient confidentiality will be a matter for
disciplinary and potentially legal and/or professional proceedings. If in doubt speak to your manager or privacy

T
o g

e

officer.

P X L e = NP e P = e — Y

R T,

Figure 20 - Update consent - Confirm screen

o
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5. Review the details and check they are correct.
6. Click the Confirm changes button.

The Patient details tab is displayed with the consent status updated.

RS =

L b

AN You have successfully updated consent for this patient and can now proceed to open patient record
y LI
Patient details :}
Key demographic information GP & care providers Related people Historical information ;f
‘qull(eyfdemr)}gr_rzlph_lhc I?forrgathp‘ T \‘m.\‘,wa e e sl
Figure 21 - Successfully updated consent message
8.3 To record a patient's self-referral - Select for care

The LR can be between a patient and healthcare professional directly as in a self-
claimed LR, or through the mechanism of a Work Group. A Work Group is a group
of people that work together to provide care to a number of patients (such as the
care team on a specific ward). As a member of a Work Group you will
automatically have an LR with all the patients that are in the Work Group (admitted
to that ward).

If a patient presents for treatment in an unscheduled care setting, such as out of
hours or A&E, as part of the registration process an authorised SCR user can add
them to their Work Groups. This action is called Select for care. It will create a
patient self-referral LR for the patient and provide the appropriate care team with an
LR to access their records

Search and locate the patient’s record.

2. Confirm with the patient that the displayed record is correct by asking them
additional questions.

Click Select for care from the Actions for this patient drop down list.
Click the Go button.

A confirmation message displays stating that a self-referral LR has been
created between the patient and your Work Group.
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8.4 The Patient Details tab - GP & care providers information

The GP & care providers sub-tab displays details of who you can contact regarding
the healthcare of the selected patient.

1. Navigate to the Patient details tab.

The Key demographic information screen is displayed.
2. Click the GP & care providers sub-tab.

3 NHS Summary Care Record - GP & care providers - Microsoft Interet Explorer

Gale BOTOH Dos 20-Jun-1959 Female

Clinicals Patient details HealthSpace | Actions for this patient E

Key demographic information | GP & care providers | Related people | Historical information

GP & care providers

These are Miss Gale Frey BOTOH 's General Practice and other care providers contact details who can be contacted regarding her health care. Selecting any of the links will
provide further information.

General practice View history
Name Lewis Road Pracrice

Address Lewsey Road, Luton Bedfordshire, LU1 6TT =

e e TErAI1 o e, -
Telephone  (0345) 234567 Clinicals Patient details HealthSpace ‘
e L Key d hic informati Related people | Historical informat ;
emographic information elated peop istorical information
T e ey demograp! GP & care providers peop

SHA  QUERTY123 Organisation details

Effective from  09-Nov-1990

Youare in: Patient details > Organisation details

Key details
Name Lewis Road PCT

Clinicals Patient details HealthSpace ‘

4 Code XYZ7654324
Key demegraphic information | GP & care providers Related| Type Primary Care Trust
_\‘_”,_.“M-—\.---%"‘” e 7 o Postal address  Lewsey Road, Luton Bedfordshire f
Clinician details ) o LTS £
Yeuarein: Patient details » Clinician details ;f Country UK e"‘"»-”“
Key details ,E“k-v-*‘ i PRI sl e e B SRSy
Fullname Helbert Shield 4
Firstname Herbert
Family name  Shield }
Ruole profiles (@} /f,
S N ot e A
Figure 22 - GP & care providers sub-tab
3. Click on any hyperlink to view further details. This information is sourced

from the Spine Directory Service (SDS).
And

Click on the Patient details hyperlink to return back to the GP & care
providers information.
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8.5 The Patient Details tab - Related people information

The Related people sub-tab displays key contact information of who you can
contact regarding the welfare of the selected patient.

1. Navigate to the Patient details tab.

The Key demographic information screen is displayed.
2. Click the Related people sub-tab.

3 NHS Summary Care Record - Related person information - Microsoft Internet Explorer

Find a patient | Change Role | Help | Exit | Print Summary Care Record !; !:Ei

Gale BOTOH o8 20-Jun-1359 Female wHs 1111113122

Clinicals Patient details HealthSpace Artions for this patisrt ".EE

Key demographic information | GP & care providers | Retated people | Historical information
Related people

This is the key contact information of Miss Gale Frey BOTOH 's related people. This will include Next of kin and Guardian if known.
Add a related person
1. Mr Gulvinder Brice COLLYMORE Agent, Proxy - Contact | B0 || Remave
Conmste address 2 COMMERCIAL ROAD, , LEEDS, , LS22 7FY
Viriten communication  Large print Telephone 01274882808 Home
Copy correspondence
Contact method & time ~ Sign language, Evenings only

NHS number 111 111 3084

il o o i R s 2 e i P e, e o e, o
P # - o e e LR PO b
B sl -
A i
e s g iy s

Figure 23 - Related people sub-tab

o Click the Add a related person button (if your role permits) to record
another related person against the selected patient. (See section 9.4
Editing Related Person Information for further instructions).

. Click the related person’s name hyperlink to view full details.

o Click any of the provided Edit buttons to amend the selected related
person.

o Click any of the provided Remove buttons to delete the selected related
person.

o Click any of the provided Change Contact Order buttons to re-order as
necessary.
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8.6 The Patient Details tab - Historical information

The Historical information sub-tab presents all changes that have been made to the
Patient details of the selected patient.

1. Navigate to the Patient details tab.
The Key demographic information screen is displayed.
2. Click the Historical information sub-tab.

2 NHS Summary Care Record - Historical Information - Microsoft Internet Explorer

Gale BOTOH Dos 20-Jun-1959 Female s 111111 3122

Clinicals Patient details HealthSpace | Actions for this patient ¥ | E

Key demographic information GP & care providers | Related people Historical information

Historical information
This is the history of changes to the ‘Patient details’ for Miss Gale Frey BOTOH

GP & care providers history
Primary care  ZY120123 10-Mar-1879
Name history

Usualname  Dame Milburn Abbot BUCKBEE

Mrs King Redmond ALVERTON
Mrs Brutus Sexton WHEATON

Address history

Usual  Chester, Cleveland, Scotland, WJ6 5Cy

Correspondence  upon Tyne, Buckinghamshire, Northern Ireland, H7 2is
Contact Information history
one 35875063089

75141478660
ome emal  23b_6@aRPXKZAr.com

Pl g
F O T o . T O

Figure 24 - Related people sub-tab

. Click on any provided hyperlink to view further information.
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9.1

9.11

Edit Demographics

If you have the appropriate permissions as part of your role profile you will be able
to alter the demographic details of the patient. If the Edit and Add hyperlinks are
visible you know that you are authorised to make changes.

As you amend any details the previous information is retained as historical
information. You are able to make all patient changes, submit the update and
generally the master record reflects these alterations immediately’.

When you make changes to the patient record you save these changes by selecting
the red OK button. Each time you will be presented with a Confirm demographic
edits screen, which summarises the changes made and seeks confirmation to
proceed with these amendments to the master record.

Warning: It is your responsibility to ensure that the changes are reviewed
and correct before you click the OK button as incorrect details could
impact patient care. When you believe that all details are correct you
select the Confirm changes button to update the master record.

An Interim screen may display when your changes are being processed, when
these are completed you return back to the Patient details tab. If the update is to
take longer a confirmation that the update has been sent for later processing will be
displayed.

Editing Name and Other Information

You can add, change or remove any patient name details with the appropriate
permissions in your User Role Profile.

There are four name types: Usual name, Preferred name, Alias and Other
names.

To Add a name
1. Navigate to the Patient details tab.
The Key demographic information screen is displayed.
2. Click the Edit button to the right of the Name section.
The Edit name screen is displayed.
Move to name type you wish to add.
Click the Add button.
Click the PREFIX drop down list and select.

Note: If you select Other you need to complete the displayed text box
with the patient’s alternative prefix.

Click into the SUFFIX field and complete.
Click into each NAME field and amend/complete accordingly.

Note: Fields that are marked with a red asterisk (*) and yellow
background are mandatory fields.

' If the update is to the date of birth, given name or surname the update will not be immediate. A warning
will be displayed to say the alteration could take longer, a confirmation update request is submitted and
you confirm the successful completion of the update later.
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9.1.2

9.1.3

Type a date in the EFFECTIVE FROM field.
Type a date in the EFFECTIVE TO field (this is not mandatory).
Click the red OK button at the top of the screen to save changes.

A Confirmation screen is returned.

To Edit an existing name

You are able to edit an existing name which is any of the four types. The original
details will be stored as historical data “previous name of the type” and your entered
details will be stored as the current data.

1.

Navigate to the Patient details tab.

The Key demographic information screen is displayed.
Click the Edit button to the right of the Name section.
The Edit name screen is displayed.

Move to name type you wish to amend.

Click the PREFIX drop down list and select.

Note: If you select Other you need to complete the displayed text box
with the patient’s alternative prefix.

Click into the SUFFIX field and complete.
Click into each NAME field and amend/complete accordingly.

Note: Fields that are marked with a red asterisk (*) and yellow
background are mandatory fields.

Type a date in the EFFECTIVE FROM field.
Type a date in the EFFECTIVE TO field (this is not mandatory).
Click the red OK button at the top of the screen to save changes.

A Confirmation screen is returned.

To Add a future name change

The effective dates you record for future name changes must be in the future, they
cannot be today or any date in the past.

1.

Navigate to the Patient details tab.

The Key demographic information screen is displayed.
Click the Edit button to the right of the Name section.
The Edit name screen is displayed.

Click any of the following hyperlinks:

Reqister a future usual name

Reqister a future preferred name

Reqister a future alias

Complete the fields as necessary.
Click the red OK button at the top of the screen to save changes.

A Confirmation screen is returned.
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9.14 To Remove a name that is no longer valid

You cannot remove the patient’s usual name. You can only replace it with another
name as a usual name is required.

1. Navigate to the Patient details tab.
The Key demographic information screen is displayed.
2. Click the Edit button to the right of the Name section.
The Edit name screen is displayed.
Click the Remove hyperlink next to the name to delete.
4. Click the red OK button at the top of the screen to save changes.
A Confirmation screen is returned.

5. Click the Confirm changes button or select to make further changes using
the Hold changes and continue editing drop down option.

-
Pr —
s T < AT e

—
- B gt i e

B i - Mt e gl e Nt i
L Yt st i

Please review and confirm the following changes ?

Name ’;\9
[#*] REMOVED future usual name Chana:

i UPDATED preferred name
From :
To Dr Denise HERBEE

v W Hold changes and continue editing

mare changes]

— e
e PRI et =
D g St i el o ol A B

Figure 25 - Sample confirmation screen displaying multiple alterations

9.1.5 To Edit Other Information

You have the ability to edit additional information such as birth details, contact
preferences and informally record a death.

1. Navigate to the Patient details tab.
The Key demographic information screen is displayed.

2. Click the Edit button to the right of the Other Information section.
The Editing demographic information screen is displayed.

3. Complete any required fields as listed below.
Gender NHS Number Consent status
Date of birth » Language Informal death
3 § notification
»  Time of birth E Interpreter required B
2 o 2 Death registration
QO Town of birth £ Written communication o status
c o z
= © =
m  County/Province g Contact method ©  Date of death
o) a
Country of birth © Contact time Time of death
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9.2 Editing Addresses

You can add, change or remove any patient address details with the appropriate
permissions in your User Role Profile.

There are four address types: Usual, future, temporary and correspondence. A
patient must have a usual address, like they must have a usual name.

9.21 To Add an address - postcode known

1.

Navigate to the Patient details tab.

The Key demographic information screen is displayed.
Click the Edit button to the right of the Address section.
The Edit addresses overview screen is displayed.
Move to address type you wish to add.

Click the Add button if no address exists for that chosen type, otherwise
ignore this step.

Click the radio button next to Enter a new xxx address
(where xxx is usual, temporary or correspondence).

Click into the POSTCODE field and complete.
Click the Find UK address hyperlink.

Matched addresses are displayed.

Note: If the right address is not returned, ensure that the entered
postcode is correct otherwise attempt to enter the details
manually.

Click on the correct address in the displayed list.
The Confirm address changes screen is displayed.
Click the red OK button at the top of the screen to save changes.

A Confirmation screen is returned.

9.2.2 To Add an address - postcode unknown

1.

Navigate to the Patient details tab.

The Key demographic information screen is displayed.
Click the Edit button to the right of the Address section.
The Edit addresses overview screen is displayed.
Move to address type you wish to add.

Click the Add button if no address exists for that chosen type, otherwise
ignore this step.

Click the radio button next to Enter a new xxx address
(where xxx is usual, temporary or correspondence).

Click the Don’t know UK postcode hyperlink.

The postcode finder opens.
Enter the address details that you have.

Note:  You must enter at least the postal town (line 4) with either the
house/building name or number (line 1) and street (line 2).
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9.2.3

9.24

10.

Click the Find button.

Matched addresses are displayed.

Click on the correct address in the displayed list.

The Confirm address changes screen is displayed.

Click the red OK button at the top of the screen to save changes.

A Confirmation screen is returned.

To Add an address manually

Adding an address manually is the last resort. You should always attempt to find
the postcode to locate an address. If you cannot find the required address you can
click the Enter details manually hyperlink to enter an un-validated residence.

Usual address

;LTS

Cancel | §

E
Snuggledown cottage, 22 Appenine Way, Leighton Buzzard, Bedfordshire, LU7 3PG %
1. First select one of the following options @ Enter a new usual address ) Correct existing address

2. Enter the postcode if you know it and use the address finder to find the exact UK address.

Postcode  LU7 3NN ,  Find UK address

s T e

Den't know UK postcode | Enter an overseas address

3. Click on the correct address below. Can't find a match? Enter details manually

g

"7 10 matches for LU7 3NN

22 Appenine Way, Leighton Buzzard, Bedford| au ‘ ed” a USUI ddress

23 Appenine Way, Leighton Buzzard, Bedford

24 Appenine Way, Leighton Buzzard, Bedford

24a Appenine Way, Leighton Buzzard, Bedfo

25 Appenine Way, Leighton Buzzard, Bedford

fawmaddrase = 000
1. Cnter addre=s details helaw and confinee
House name  Morten Hall
30 Appenine Way, Leighton Buzzard, Bedford Namber snd et 22 Appenine Way

25 Appenine Way, Leighton Buzzard, Bedford Localty  Leighton Buzzard

o7 bt Postwwn  Luton

S fina i

LT S
Coonty Bedfordshire

Postcode

gl ™ e AT

Figure 26 - Edit address screens - Enter details manually

To Add a foreign address

1.

Navigate to the Patient details tab.

The Key demographic information screen is displayed.
Click the Edit button to the right of the Address section.
The Edit addresses overview screen is displayed.

Move to address type you wish to add as a foreign address.
Click the Enter an overseas address hyperlink.

Enter address details in the four ADDRESS LINE fields.

NN e T

e il e

.
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Note: Address lines 1-3 should contain building identifier, street and
locality and line 4 should hold the postal town and/or state
province. Line 4 is a mandatory field.

Click the COUNTRY drop down list and select.
Click the Continue button.
Click the red OK button at the top of the screen to save changes.

A Confirmation screen is returned.

9.2.5 To Record no fixed abode

If the patient has no usual address you can record their address as No fixed
abode.

1. Navigate to the Patient details tab.
The Key demographic information screen is displayed.
2. Click the Edit button to the right of the Address section.
The Edit addresses overview screen is displayed.
3. Click the No fixed abode hyperlink against the Usual address.

The screen displays that No fixed abode has been selected.
4. Click the red OK button at the top of the screen to save changes.

A Confirmation screen is returned.

9.2.6 To Edit an address

1. Navigate to the Patient details tab.
The Key demographic information screen is displayed.

2. Click the Edit button to the right of the Address section.
The Edit addresses overview screen is displayed.
Move to address type you wish to amend.
Click the radio button next to Correct existing address.
Use either the Find UK address hyperlink if a postcode is provided

Or

Click the Don’t know UK postcode hyperlink.

6. Search and select the correct address in the returned list.
The Confirm address changes screen is displayed with an Effective
from date.

7. Click the red OK button at the top of the screen to save changes.

A Confirmation screen is returned.

9.2.7 To Remove an address

You cannot remove the patient’s usual address; you can only replace it with another
address as a usual address is required.

1. Navigate to the Patient details tab.
The Key demographic information screen is displayed.
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2. Click the Edit button to the right of the Address section.
The Edit addresses overview screen is displayed.
3. Click the Remove hyperlink next to the address to delete.
Click the red OK button at the top of the screen to save changes.

A Confirmation screen is returned.

9.28 To Add a Temporary address

Adding a temporary address follows the same steps as adding an address with or
without a postcode, manually adding an address or adding an overseas address.
The only additional information that is required is to capture the effective from and
to dates and the type of address this temporary location is.

Add the address using any of the previously stated methods.
Type a date in the EFFECTIVE FROM field.

Type a date in the EFFECTIVE TO field (this is not mandatory).
Click the TYPE drop down list and select.

Click the Continue button.

Click the red OK button at the top of the screen to save changes.

o gk 0bd =

A Confirmation screen is returned.

9.3 Editing Contact Information

You can add, change or remove any patient contact details with the appropriate
permissions in your User Role Profile.

Contact details are grouped under four headings; Telephone, Email, Fax and Text
phone. You can manipulate elements within each heading then save all the
changes or save as you go through each heading.

9.3.1 To Add/Edit/Delete Telephone details
1. Navigate to the Patient details tab.
The Key demographic information screen is displayed.
2. Click the Edit button to the right of the Contact information section.

The Editing contact information screen is displayed.
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9.3.2

9.3.3

9.34

5.

==y

diting contact information TR cancel

Telephone
Main home  (01233) 456789 Clear !
Secondary home ;
Mobile ¢
Wark
Emergency ‘?
Temporary To g
%
ADD future telephone number p
Main home From ‘}'
Temporary From To E
¢
gy W wcd‘”m""""" ol R e ""é‘M-“w"--......;. B S To ---"*-'--;

Figure 27 - Editing contact information screen

Click into the relevant TELEPHONE field(s) and complete.

Ensure any validation rules are met; numbers must be a minimum of 10
characters and can include brackets and plus signs.

Click into the effective FROM and To dates field and complete.

Note:  For a temporary telephone number specify an end date.
For all future telephone numbers specify a future from date.

Click the Clear hyperlink to the right of an entry to remove.

To Add/Edit/Delete Email details

7.

Beneath the Telephone section are the Email contact details.
Click into the relevant EMAIL field(s) and complete.

Ensure any validation rules are met; email addresses must be a minimum
of 7 characters, not include spaces and are not case sensitive.

Click the Clear hyperlink to the right of an entry to remove.

To Add/Edit/Delete Fax details

10.

Beneath the Email section are the Fax contact details.
Click into the HOME field and complete.

Click into the WORK field and complete.

Click the Clear hyperlink to the right of an entry to remove.

To Add/Edit/Delete Text phone details

11.
12.
13.

Beneath the Fax section are the Text phone contact details.
Click into the relevant TEXT PHONE field(s) and complete.

Click the Clear hyperlink to the right of an entry to remove.

Click the red OK button at the top of the screen to save changes.

A Confirmation screen is returned.
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9.4 Editing Related Person Information

You can add, change or remove any patient contact details with the appropriate
permissions in your User Role Profile.

You are able to add a related person, change the order they appear in the contact
list - hence creating a ranked list and indicate who is the next of kin for the patient.

A related person can be linked or not linked by NHS Number. In this application
you cannot edit the personal details of a related person who is linked by NHS
Number however you can edit their relationship to the patient, contact order, next of
kin status and whether they should receive copy correspondence.

9.4.1 To Add a new related person

1. Navigate to the Patient details tab.
The Key demographic information screen is displayed.

2. Click the Related people sub tab option.
The Related persons screen is displayed.

3. Click the Add a related person button.
The Add a related person screen is displayed.
Complete all fields as required.
Click the Continue button.
Click the red OK button at the top of the screen to save changes.

A Confirmation screen is returned.

9.4.2 To Edit a related person

Editing a related person can be access in one of two ways.

1. Navigate to the Patient details tab.

The Key demographic information screen is displayed.
2. Click the Related people sub tab option.

The Related persons screen is displayed.

Click the Edit button next to the appropriate person.

Then move to step on to step 5.

Or

5. Navigate to the Patient details tab.

The Key demographic information screen is displayed.
6. Click the Related people sub tab option.

The Related persons screen is displayed.
7. Click the Change contact order button.

The Editing related persons overview screen is displayed.
8. Click the Edit button next to the appropriate person.

The Editing related person details screen is displayed showing the
current details.

9. Amend any or all fields as necessary.
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10. Click the Continue button.
11. Click the red OK button at the top of the screen to save changes.

A Confirmation screen is returned.

943 To Edit the contact order
1. Navigate to the Patient details tab.
The Key demographic information screen is displayed.
2. Click the Related people sub tab option.
The Related persons screen is displayed.
3. Click the Change contact order button.

The Editing related persons overview screen is displayed.

- — o i,

e U T

ns Ovewiew B cance

Current

Contact order Related person Mext of kin }

1. E] Joy MEADOWS OBE Sister Edit | | Remove ¥
Mid Terrace View, Pinesgate East, Lower Bristol Road, Bath g

2. (=] Ms. Evelyn JOHNSTON Daughter | Edit | | Remove = ;
=] 79 Croham Road. South Croydon, Surrey =

3.[2) Mr. James JOHNSTON Son in law | Edt s
79 Croham Road, South Croydon, Surrey P et e g
. oo 2 Y e e

- e 4
S o TR e

Figure 28 - Editing related persons overview screen

4, Click a Contact order up or down arrow to move a person within the list.

You can also Edit, Remove and change the Next of kin status before
accepting all changes.

5. Click the red OK button at the top of the screen to save changes.

A Confirmation screen is returned.

9.4.4 To Remove a related person
1. Navigate to the Patient details tab.
The Key demographic information screen is displayed.
2. Click the Related people sub tab option.
The Related persons screen is displayed.
3. Click the Change contact order button.

The Editing related persons overview screen is displayed.
Click the Remove button to the right of the related person’s name.
Click the red OK button at the top of the screen to save changes.

A Confirmation screen is returned.
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945 To change the Next of kin status

The Next of kin status appears on two screens (Editing related person details
and Editing related persons overview). You can use either to change the status
of the related person, these instructions refers to the later screen.

1. Navigate to the Patient details tab.
The Key demographic information screen is displayed.

2. Click the Related people sub tab option.
The Related persons screen is displayed.

3. Click the Change contact order button.
The Editing related persons overview screen is displayed.
Click the Next of kin checkbox next to the appropriate person.
Click the red OK button at the top of the screen to save changes.

A Confirmation screen is returned.
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10 Appendix One - Quick Reference Guides

Quick Reference Guides are provided for you to use as handy, compact reference

tools. Use as individual pages within this User Guide or divide out and keep
separate on your desk.

The Quick Reference Guides enclosed relate to using the Spine Portal and
maintenance of your Smartcard:

. Self Certification and Passcodes Renewal
. Fallback Authentication
© British Telecommunications plc 2008 Page 51 of 56 Uncontrolled if printed



O
8
-

NHS Care Records Se

NHS

Connecting for Health

7871 2008-A SCR - QRG

Self Certification and Passcodes Renewal

SMARTCARD CERTIFICATE RENEWAL

Two certificates were written to your Smartcard
when it was created. These certificates need to
be renewed every two years.

As with your Passcodes, these certificates are
checked every time you log on to the Spine
Portal. If your certificates are about to expire
and fall within the notification period, the screen
will display a message stating that your
Smartcard is going to expire and offers you the
option to renew it now (Yes) or later (No). If you
choose to renew later, you are returned to the
Spine Portal home page and can continue
working within the Spine applications.

If you select Yes you will be taken to the Self
Service Portal and the home page is displayed.

Warning: Once the Certificates have
expired, you have to contact your local

RA personnel who will issue you a new
Smartcard.
You are able to self renew your
certificates twice, after that the system
will advise you to contact your local RA
personnel.

To Renew your Smartcard
You have logged on to the Spine Portal and have
been requested to renew your Smartcard.

1. Click Yes when prompted to renew your
Smartcard.

The Self Service Portal opens.
2. Select the Renew Smartcard tab.

You will be presented with Update My Card

workflow.
Self Service Portal

Home | (Manage Passcodes (LN LC L]

Welcome to the Card Update Service

here are updates available for your card.

3. Enter your Smartcard Passcode to confirm
your identity and the first certificate update.
4. Click the OK button.

Supported by |" \
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The screen will display a message stating
that it is “Applying update 1 of 2”.

Creating Card and Writing Certificates
warnings appear one after another.

You are advised that the card is being
updated and please wait. When the first
certificate has been renewed a confirmation
is returned.
Updates Queued
Successfully Updated Card. Updates remaining: 1

The system will renew the second certificate
in the same way and display the Update My
Card operation completed message.

5. Click the Continue button to confirm the
update.

You will then be advised to close your
browser and login again.

Warning: If the second certificate is not
renewed you could have problems

accessing the NHS Care Records
Service.

PASSCODE(S) RENEWAL

When you were registered to use the Spine, you
were requested to enter three Passcodes:

e Account Recovery Passcode. This is used
to authenticate a user when requesting
assistance from either the RA personnel or
the Spine Helpdesk.

e Verification Passcode. This is used to
identify a user when requesting assistance
from the Choose and Book Helpdesk.

e Smartcard Passcode. The combination of
Smartcard and Passcode ensures that
access to the NHS Care Records Service
(NHS CRS) is controlled and secure.

These Passcodes are automatically checked

every time you log on to the Spine Portal. After a

period of time you will be notified to renew one,

two or all three of the Passcodes.

If when you log on to the Spine, one of your

Passcodes falls within the thirty days notification

period, the screen will display a message giving

you the option to renew it now (Yes) or later

(No). If you choose to renew later, you are

returned to the Spine Portal home page and can

continue working within the Spine applications.

To Renew your Passcode(s)
You have logged on to the Spine Portal and have
been requested to renew your Passcode(s).
1. Click Yes when prompted to renew your
Passcode(s).
The Self Service Portal opens.

Issue 1 - 1st May 2008
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2. Select the Manage Passcodes tab.

Self Service Portal

* Indicates mandatory fild.

The Passcode Status panel will state which
Passcodes require renewal.

iia Renew Smartcard

Passcode Status
Your Account Recovery passcode is in MNotify period and will expire in 28 days.

| ResetPasscodes |
MNew Account Recovery Passcode ]| [[] Blank Passct

Confirm New Account Recovery ]~—~

Passcode

New Verification Passcode | [ Blank Passcc
Confirm New Verification Passcode [

Mew Smartcard Passcode |
Confirm New Smartcard Passcode [

* Current Smartcard Passcode : 1

3. Enter and reconfirm new Passcodes against
those that require updating.

4. Enter your current Smartcard Passcode
against the CURRENT SMARTCARD PASSCODE
field to confirm your identity.

5. Click the Update button to complete.

A message will be displayed on screen
saying “Your Smartcard is being verified.
Please wait.....” Finally a confirmation
message is displayed and will ask you to
authenticate to the Spine Portal.

‘ Passcode{s) updated successfully. Please reauthenticate to access Spine Applications. |

Password checkbox for both the
Account Recovery and Verification
Passcodes. If you make this choice
you cannot use their associated
service.

A “blank” Account Recovery
Passcode means that Fallback
Authentication is not possible and
the Verification Passcode being
“blank” impacts your Choose and
Book assistance.

ﬂ Warning: You can choose the Blank

Document Status: NHS CFH Approved
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Fallback Authentication

¥

INTRODUCTION

A Fallback Smartcard is a temporary card held
by local custodians and lent to users when their
Smartcard is not available. Before a Fallback
Smartcard can be used it has to be assigned to
the user. This is done by accessing the
Smartcard Service Centre (SCSC) which is a
secure web based application.

For security reasons, the system will generate a
One Time Passcode and send it either by email
or SMS (text).

The Fallback Smartcard will take on all the
attributes of your original card and the system
will continue to audit your usage of the Spine. If
the temporary card is because your Smartcard is
lost, damaged or stolen, you will need to contact
your local RA personnel for a new Smartcard. If
you have forgotten your Smartcard, the system
will suspend your original card until the Fallback
Smartcard expires or you return it.

The Smartcard Service Centre has three major
functions:

e Assigning a Fallback Smartcard.

e Returning (un-assigning) a Fallback
Smartcard.

e Unlocking a Smartcard.

Warning: Fallback authentication will
only be available to users who have set

an Account Recovery Passcode.

ASSIGN A FALLBACK SMARTCARD

Once you have visited your local custodian and
collected a Fallback Smartcard and URL (web)
address complete the following steps.

1. Launch the provided URL in a browser

window.
Smart Card Service Centre m

Smart Card Service Centre m
The Smart Card Senvice Cen o

2. Insert the Fallback Smartcard into the card
reader.

Supported by |" \
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Please insert your NHS Smartcard into the card reader.
Note: If you are prompted to enter your passcode when you insert your Smartcard into the
«card reader please select the No option.

. Click on the Manage Cards tab.

The Smartcard cerificate is valid until Sat Oct 17 15:12:05 GMT 2009

*Users Unique Identifier : i
“Family Mame : !
*Account Recovery Passcode l

. Enter your UUID in the USER’s UNIQUE
IDENTIFIER field.

. Enter your surname in the FAMILY NAME
field.

. Enter your Account Recovery Passcode
where prompted.

. Click the OK button.

You are then asked how you would like to
receive your time limited “One Time
Passcode”.

Select One Time Passcode delivery channel

¢ Email (r.bell@nhs.net)
¢~ SMS (07702 12345)

. Select either the Email or SMS radio button.

. Click the OK button.

. Enter the received One Time Passcode in
the ONE TIME PASSCODE field.
| *OneTime Passcode: [

. Select an appropriate choice from the
Reason for Needing Fallback Smartcard.
You can choose Forgotten, Lost, Stolen or
Broken card.

Warning: If the card has been Lost or
Stolen you must inform your RA Personnel
who will block the Smartcard.

. Click the OK button.
The fallback card will be identified.

. Click the OK button to continue.

. Enter a new Passcode in the NEw
PAssCODE field.

. Enter the Passcode again in the CONFIRM
PAsscODE field.

. Click the Unlock button.
An Unlock Card operation completed
message will be displayed.

. Click the Continue button.

Issue 1 - 1st May 2008
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18.

Finally a confirmation message is displayed
to confirm you have successfully assigned a
Fallback Smartcard and when it is valid until.

Click the OK button.

UNASSIGN A FALLBACK SMARTCARD

1.

2.

w

Launch the provided URL in a browser
window.

Insert the locked Smartcard into the card
reader.

Click on the Manage Cards tab.

Click the OK button to unassign the
Smartcard.

Click the OK button to recognise that you
need to hand the card back to its Custodian.

UNLOCK YOUR SMARTCARD

1.

w

© ®

11.

12.
13.

14.

15.

16.
17.

Launch the provided URL in a browser
window.

Insert the locked Smartcard into the card
reader.

Click on the Manage Cards tab.

Enter your UUID in the USER’S UNIQUE
IDENTIFIER field.

Enter your surname in the FAMILY NAME
field.

Enter your Account Recovery Passcode
where prompted.

Click the OK button.

You are then asked how you would like to
receive your time limited “One Time
Passcode”.

Select either the Email or SMS radio button.
Click the OK button.

. Enter the received One Time Passcode in

the ONE TIME PASSCODE field.
Click the Unlock Card button.
Your card will be identified.
Click the OK button.

Enter a new Passcode in the NEw
PAsscODE field.

Enter the Passcode again in the CONFIRM
PAsscoDE field.

Click the Unlock button.

An Unlock Card operation completed
message will be displayed.

Click the Continue button.
Click the OK button.

Document Status: NHS CFH Approved
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Notes
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