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EMIS – User Configuration

Purpose 

This document enables users to personalise the EMIS Home Page and other configurable features

Configuring the Homepage link

Click on the Configure Homepage link (top right) will open the Configure Homepage window
[bookmark: _GoBack]
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Show Appointments on Home Page
Tick the ‘Show Appointments on Homepage?’ – click the magnifier and search for the user’s name from the list and click OK.


Configure Quick Launch Menu
Click the ‘Configure’ button 
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The ‘Customise Quick Launch Menu’ window is open.
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The existing config will be similar to the below: 

Care Record
Consultations
Documents
Investigations
Medication 
Summary
Workflow Manager

Appointments
Appointment Book

Registration
Registration

Patient Administration
Patient Administration
















Customize the Quick Access Toolbar

Click the ‘Customize Quick Access Toolbar’ dropdown button and select ‘Customize Quick Access Toolbar.’
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On the ‘Customize Quick Access Toolbar’ window select required icons from the left pane such as:
· Appointment Book
· Consultations
· Documents
· Investigations
· Medication
· Patient Administration (NOT Patient Administration Manager!)
· Registration
· Summary
· Workflow Manager
· Scanning & Documents

Click ‘Add>>’ to move to the right pane, and click ok.
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The selected icons will appear on the Quick Access toolbar.

[image: ]	



Configuring Users Consultation:

Click on Consultations:
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Click on CR Config:
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Under User Options – Consultation Styles – Select your appropriate Consultation style and tick ‘Make Default’:
And remove Quick Note and any other options under Active Styles:
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Under User Options – Clinical Views – Select your required View and click on ‘Make Default’.
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Configuring Users Appointments:

Click on Appointment Book:
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Click on Appts config:
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Click on General.

Ensure the Included columns are selected and are showing in the EXACT order as below:
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And finally, under ‘New Consultation’ click on ‘Do Nothing’ for both options so it displays ‘Start New Consultation’ for both options if you want to automatically link to a Consultation from SEND IN in the Appointment Book.







Click on Your Session Holder Filters and select ONLY the diary filters that are relevant to you. This may only be 1 or 2.
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If applicable and your service uses schedules, Click on ‘Assignment Lists’. Ensure all options are correctly selected as per below.
[image: ]
Under Services select ONLY the teams you will be assigning to if appropriate. Click on ‘OK’


To ensure the relevant Patient details are visible when printing appointment books, configure the ‘Patient details print settings’ accordingly:
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Configuring Task Deputies:

Click on Workflow Manager:
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Click on Config. Tick Enable my deputies when I am in the office. Click on Add and select your deputy:
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Configuring Task Deputies:

Click on Workflow Manager:

[image: ]Workflow Manager Icon on Quick Launch Menu


[image: ]Workflow Manager Icon on Quick Access Toolbar


Click on the Config button:
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In the Workflow Manager Configuration screen, click on the ‘Add’ button and select the deputies / buddies you want. Should you wish to change your deputies, you can delete and add different colleagues using the delete and add functions when required

[image: ]
EMIS User Configuration cribsheet_20171023
image3.png
EMIS Web Health Care System - East London NHS Foundation Trust PA Flow 3 - 20112 - =7 X

SeareMeeting DevRequests SupportCentre EMISTracker EMISOnine

@ TRAINER 16, ELFT (M) # ¥ || Quick Launch Menu % | | User email address required
Gare Record B
<8 summary T Consultations Failed to authenticate, the Emis RSS feed requires a valid email address for the logged on user.
" Medication © mnvestigations Click here to set your email address
Time  Descrption / Patient Name
Workfiow
(e [ | vrkow e
08:10 Appointments
08:20 ‘Appointment Book Planner
08:30 Registration
08:40 & Registration
0850 Patient Adminstration
4 patient Administration
0900
Reporting
09110 b Reporting
09:20
09:30
09140
09150
10:00
10:10 4
1020
1030 Organisation Notepad % || BBC News - Home &
§ TRAINER 1, ELFT (), 03-Nov-2015 12:53 3
10:40 Welcome to EMIS Traning Russian plane 'had bomb in hold' Fri, 06 Nov 2015 11:42:46 GMT E
10:50 Britsh investigators looking at what caused a Russian airliner to crash in Egypt believe a bomb was
1100 put in the hold just before take-off, the BBC has learned.
11:10
120 Germany to fast-track asylum returns Fri, 06 Nov 2015 09:22:21 GMT.
11:30 Germany unveils plans to speed up the repatriation of failed asylum seekers, after the governing
11:40 coaltion resolved a rift on the isste.
11:50
12:00
Anonymous posts Ku Kiux Kian list Fri, 06 Nov 2015 11:30:53 GMT
1210 —
1220 U132 | The hacktvist group Anonymous releases details of 1,000 alleged sympathisers of the Ku
§ Kiux Klan.
1230
12140
12:50 Erance border controls for UN summit Fri, 06 Nov 2015 09:53:32 GMT.
France will mpose border controls for December to coinide with the UN Conference on
Climate Change in Paris, known as COP21.





image4.png
Customize Quick Access Toolbar

Choose commands from:
# Patient UK. - 55 Appointment: Book

& Planner 28 consultations.

£ Popuiation Reporting £ Documents

5 Prescription Printing © mvestigations

f Problems « Medication

P Referrals == | " patient Administration

Report View (=< ReMOVE J & Regstration

> Scanning & Documents 2 Summary

[ Week Templates

[l workfow Manager -

Co [ oo |





image5.png
EMIS Web Health Care System - East London NHS Foundation Trust PA Flow 3 - 20112 - o

SeareMeeting DevRequests SupportCentre EMISTracker EMISOnine

Time  Description / Patient Name
e
om0
o0
o0
assto
a0
000
o0
w20
w0
ossto
wis0
1000
1010
1020
1030
1040
1050
prees
110
120
130
pros
150
1200
1210
220
230
1240
1250
100

Quick Launch Menu
Care Record

& Summary
« Medication
Workflow

2 Consutations
© mvestigations

[&] workflow Manager

Appointments
Aspointment Book

Planner

Registration
& Regstration
Patient Administration

4 patient Administration

Reporting
Popuiation Reporting

User email address required

Failed to authenticate, the Emis RSS feed requires a valid email address for the logged on user.
Click here to set your email address

Organisation Notepad
TRAINER 1, ELFT (Mr), 03-Nov-2015 12:53
Welcome to EMIS Training

BBC News - Home

Russian plane 'had bomb in hold" Fri, 06 Nov 2015 11:42:46 GMT.

British investigators looking at what caused a Russian airliner to crash in Egypt believe a bomb was
put in the hold just before take-off, the BBC has learned.

Germany to fast-track asylum returns Fri, 06 Nov 2015 09:22:21 GMT.

‘Germany unveils plans to speed up the repatriation of failed asylum seekers, after the governing
coalition resolved a rift on the issue.

Anonymous posts Ku Kiux Kian list Fri, 06 Nov 2015 11:30:53 GMT
.
1[2 5| The hacktivist group Anonymous releases details of 1,000 alleged sympathisers of the Ku
Kiux Kian.
Erance border controls for UN summit Fri, 06 Nov 2015 09:53:32 GMT

France will impose border controls for December to coincide with the UN Conference on
Climate Change in Faris, known as COP21.

i |«





image6.png
Qr\; NG/ TBEO-ERE - EMIS Web Health Care System - East London NHS Foundation Trust PA Flow 3 - 20112 -8 X
(]
Tasks -1
Your security details have not been logged. Click here to resolve

PARKES, Adam (Mr) n 12-Dec1953 (61y) 608 355 2307 BURGESS, Neil (Dr)

H Run Backin
emiSyyeb
B2 TRAmER 1, ELFT () 2 # || Quick Launch Menu | [ user email address required
Gare Record B
p— . A ® summay T Consultations Failed to authenticate, the Emis RSS feed requires a valid email address for the logged on user.
" Medication © mnvestigations Click here to set your email address
Time  Descrption / Patient Name. 2 ocuments
08:00 Appointments
08:10 &5 Appontment Book & Planner
08:20 Regstration
08:30 & Regtration
840 Patient Adminstration
F oeso 1 Patient Administration
09:00 =
09110
09:20
00130
09140
0050
10:00 =
10:10 Organisation Notepad # || RSS Feed &
TRAINER 1, ELFT (W), 03-Nov-2015 12:53
Pl 1620 I Wekcome to EMIS Training No RsS feed defined.
1040 Cick the Configure RSS Feed button at the top of this section to configure your RSS feed
10:50
! 1100
‘Comment after this it
11:10
1120
1130
11:40
11:50
12:00
12:10
1220 4

[PARKES, Adam (1)
ELFT Super User | TRAINER 1, ELFT (M) | _East Ham Care Centre Alerts Unavaiable
-

- ouper = A s - - —





image7.png
@Dl&ﬂﬁl@@u’@ﬂl!

Summary | Consultations | Medication Problems Investigations _ CareHistory  Diary Documents Referals _Care Plans

EMIS Web Heslth Care System - East London NHS Foundation Trust PA Flow 3 - 20112

a
©
[ ]

Hencosinn [ | &
€ Delete Consultation.
Trend My
< istaring - Consutations
AddEsi View

fomee G P @%9%@

Filters Sﬂa\*' Print

Filter Frint | Config | Knowled.|

PARKES, Adam (Mr) n 12-Dec1953 (61y) 608 355 2307 BURGESS, Neil (Dr)
- [ [ome Coniton Tox
= 2015 (10) TTov2015 =" patient’s Home LOGANATHAT, Prad (M7) Torafe]
& Nov (8) Empty consutation
++11th: [ploganathan] Patient's Home 11Nov-2015 First attendance face to face (Patient’s Home) TRAINER 1, ELFT (M)
11th: [trainer] First attendance face to face (Patic ssessment Waterkow pressure sore risk score 8 /45
- 11th: [traier1] First telephone consuitation (Patiel Medication ‘Tinzapari sodium 10,000units/0.5mi solution for njection pre-filed syringes Once Daiy 1 pre-fled disposable injection
L1th: [ploganathan] Patiens Home T Nov2015 = st telephone consufation (Patient’s Home) TRAINER 1, ELFT (1)
- 11th: [trainer1] Patient's Home
Sth: [mgomez] Inbound Referral (Patient’s Home) Comment Progress Notes Spoke with carer to discuss aranging a vt
- 3rd: [trainer1] Follow up attendance face to face ([ 1110v2015 [ELSE S [LEE LTI CEl ()
2nd: [mdlark] First attendance face to face (Patien Document: Other referal ) Test Letter
= 0ct (2) TNov2015 Patient’s Home TRAINER 1, ELFT (Mr)
- offiah] Follow up attendance face to face ( Document Referaletter () EPCT Inapproprate Referral Letter
‘é 29th: [mclark] Inbound Referral (Patient's Home) |~ 5o75. 5015 Inbound Referral (Patient’s Home) GOMEZ, Martin (Mr)
E Referrl Referralfor further care (08-Nov-2015) From: East London NHS Foundation Trust Practice 3
H 03072015 Folow up attendance face to face (Patient’s Home) TRAINER 1, ELFT (1)
g Assessment Low suicde risk not thinking about it so much
z Comment Subjective Visted to folow up care
£ Plan To carry on visting
- T2 Hov2015 Fist attendance face to face (Patients Home) CLARK, Weanie (Mss)
T Medication (NOT ISSUED) Aspirn 300mg dispersble tablets Two To Be Taken Every Four To Si Hours When Required, 32 tablet
g 29-0ct:2015 = Folow up attendance face to face (Patient’s Home) ‘OFFIAH, Edmund (M)
< Addtional White and Biack African - ethnic category 2001 census
= Socl Lives with carer » Ground floor fiat
'-; Assessment Lives with carer Carer Gone Awol
= 2902015 ‘Tnbound Referral (Patient's Home) ‘CLARK, Melanie (MSs)
Referrl Referral for further care
| ———w— |
m— N ‘ PARKES, Adam (Mr) i

[ EFTSuperUser | TRAINERLELFT(M) | EstHom Core Gontie

@ Alerts Unavaiable

- ouper =

A s





image8.png
Care Record Configuration

Organisation Optons:

Consultation Styles.
Consultation Types.
Consultation Quick Picks
Consultation Synonyms
Clinical Views
Consultation History

Sharing Navigator

UserOptions

Consultation Synonyms

Personal Dictionary
Autocorrect

Clinical Views
Consultation History

Sharing Navigator

User Style Settings
Available Styles

Enterprise Consutation
EH Consultation
Consuftation (all headers, no extended |

Fria

Selected Style Settings

Style Name: [Consultation (allheaders, no extended properties) ]

® Advanced Style Propetties

Cick search button
Cinical Purpose

Travel Default minutes
Duration Defautt minutes

Advanced Style Settings
Available Headers

Selected Headers

Care Plan <
socl =
Result ~

Problem
Hitory.

Examination





image9.png
Organisation Optons:

Consultation Styles.
Consultation Types.
Consultation Quick Picks
Consultation Synonyms
Clinical Views
Consultation History

Sharing Navigator

UserOptions

Consultation Styles.
Consultation Synonyms
Personal Dictionary
Autocorrect

Consultation History

Sharing Navigator

User Clinical View Settings
Available Views

Selected Views

Cardac View
Care Plan View (Admin)
Care Pian View (Clnical)
Chid Health

Disbetic (Defaut)
EPCT Risk

Summary

Fria

Summary

Care Plan VlewéAdrmi

Diabetic (Default)

Description
Original Author
Date Last Modfied
Last Modfied By

EMIS Web Diabetic Summary View

EMIS.
15/01/2016 1
EMIS.

58

Co ) ow ]





image10.png
CNBPEE/ BEEO - BRE

EMIS Web Health Care System - East London NHS Foundation Trust PA Flow 3 - 20112 - 8 x
— | Appointment Bock | Week Templates  Planner  Holidays andClosures  Appointment Reporting. BEe @
p g % ! Session Propertes B Omeay & Privacy {0 Refresh ? p @

- =,
4 Sio Properties AMOnly ™ Realloc List Assign.List
Slot Aopoigments Ty Creste Session | View 75PM Only ¥ Show Holidays Files Book ‘

| Book Appointment Actons View Filters Pirt_|| Confg | |
Tasks -1
@ Your securtty details have not been logged. Click here to resolve. x

Bom 12-Dec-1953 (61y) 608 355 2307 BURGESS, Neil (Dr)

Appointments « | TRAINER 1, ELFT (M)

Friday
s ©
Mo Tu We Th Fr Sa Su

St Notes

Date of Bith Booking Notes

26 27 28 29 1
23 45 B
910 11 12 15

1617 18 19 20 21 22
23 24 25 26 27 28 29
20123 45 6

Today

Session Holder Fiters

TRAINER 1, ELFT (Mr)
8§ TRAINER 1, ELFT (M)
Nursing Central 1
East OT
Nursing Central 2

.- | | |

‘Comment after this sot!

ELFT SuperUser | TRAINER L, ELFT (Mr) | _East Ham Care Centre
-

P

| A e - -





image11.png
Appointments Configuration

UserOptions

General
Your Session Holder Filters

Assignment Lists

Terminal Options

Your Initial Display Settings

Inita view when you enter Appointments o3y
PR —
‘Show Holidays o

Your Session View Settings
“The aftemoon start time 13002

‘Sessions appear closed after

Your Slot Settings
Available Columns

Last Appointment

Fris

Display EMIS number after patient name
‘Show red alert for ate patients

When colouring siots

‘Show walting times for patients

‘Show Patient Access icon

Show Caling Name

Appointments Reasons

Reason must be entered when booking
Reason must be entered when canceling

General

New Consultation

On a registered patient send in- Start new Consuftion
On a registered patient visted Start new Consutation





image12.png
Assignment Lists

Organisation Optons:

General
DNA Management
Reasons

Slot Types.

Session Holder Filters.
Embargo Types
Opening Times.
Session Categories

LED Screens
Organisation Templates
Session Location Fiters
SMIS Reminders.

Patient Schedules.

Terminal Options

I

General

Available Filters

Chosen Filters

Care Navigators
Nursing NW 2
Nursig South 2
Telehealth

West OT

West Physio
Nursing Central 1
Nursing Central 2
Nursing NE 1
Nursing NE 2
Nursing South 1

Fria

East OT
East Physio

Rapid Response

Nursing NW/ 1

: Paedatric Cinic
foung Aduf Cinic
Insuin Pump Clnic
‘Adult Cinic
Conversation Map 4
DSN: Home Vist

Co ) oo





image13.png
Appointments Configuration

UserOptions

General

Your Session Holder Filters.

Terminal Options

Assignment List Settings

View predicted contact duration

General

View schedule notes
Senvices EPCT Central 1 Physiotherapy
EPCT Central 1 Occupational Therapy
EPCT Central 1 Nursing
EPCT Central 1 Care Navigation
ELFT EPCT Central 1 =2
Order patient schedules by patient's Sumame
Patient Schedule Information to Display
Available Columns Included Columns
‘Schedule Descrption
Appointment Preferences Address
Key Worker = | Time Banding
Dependency
| Reason
¢ |usaiep
Age
K& | bate of Bith
NHSNumber
Contact Number
Sex
Next Assignment Date





image14.png
Appointments Configuration

UserOptions

‘Sessions appear closed after

Your Slot Settings
Your Session Holder Filters.

Available Columns Included Columns
Assignment Lists Lost Appontment -
S Date Of Bith -
e ) + o
& | Reason
General <] W | siot Notes B
DNA Management Display EMIS number after patient name
Ressons ‘Show red aert for late patients
When colouring sits (colour al but status and tme
St Types Show waiting times for patients
Session Holder Fiters Show Patient Facing Servies icon
Embargo Types || __Show Galing Name
~||| " Appointments Reasons
Opening Times
Reason must be entered when booking o E
Session Categories Reason must be entered when canceling @
LED Screens New Consultation
Organisation Templates On a regstered patient send in_Start new Consultation
On a regstered patient visted Start new Consultation
Session Location Fiters
1|| patient details print settings
Notfication Reminders Patient Details Included Details
Patient Schedules Gender -
=2 | | Contact Number
Address
Terminal Options © | oate of ith
General W& | patient Identifier 4
oK Cancel





image15.png
—

emiSyep

Ver: 5.5.11,0002 (Mrosoft Windows 7 Enterprise 64bit)

Lastsign in: 07-1n-2016 16:04

Last Local Backup: No badkup Run Badap

SeqreMesting SupportCentre  EMIS Tracker EMIS Health

B2 TRAmER 12, ELFT (M)

No sessions found

I

Quick Launch Menu

[user email address required

Care Record
8 summary
" Medication
Documents

‘Workflow

2 Consutations
© mvestigations

Failed to authenticate, the Emis RSS feed requires  valid email
‘address for the logged on user.

Click here to set your email address

[&] workflow Manager
Appointments

‘Appointment Book
Registration

& Regstration

Patient Administration ————————————————————————————

B3 Datiant 8rminictratinn

Organisation Notepad

TRAINR LELFT (M), 03Nov-2015 1283

Welcome to EMIS Training

R3] e ——

[V





image16.png
NG/ ETEEO-BEA[E )~ EMIS Web Heslth Care System - East London NHS Foundation Trust PA Flow 3 - 20112 - =7 x
| Workfiow Manager BHe ®

e £ Change Owner » | View History
Ey i v | G| 9B

7 hdie
verdow | €9 | oion Mansge Configurtion x
User Options. Out of Office Settings
Out of Office © Iam currently In the Office
Default Send To © Tam currently Out of the Office

Enable my deputies when 13m in the office
Custom Folders

Manage Deputies
©hdd 3¢ Deete

[E] TRAINER 12, ELFT (Mr)

Tasks -
Task Management e || Deputy Modue Permisions
e Configure User Tasks * || TRAINER 13, ELFT (r) “ E::e N
p

Sent Tasks Task Default Settings ¥ Registration
Completed Tasks. ¥ Medicine Management.
Completed Global Viewers & Gp2cp
Deeted  DocumentManagement

Task Escalation Sett
Archived ek EResstonsetings | ReferralManagement
Patient Facing Services Me| | Mailboxes = ¥ TestRequests
box ,  Report Management

ced Trading Partners

Deleted Messages Inbound User Matches

Inbound Code Matches

Lab Reports Configuration

— o ) Coe ]

Document Management
Referral Management 10
Test Requests 0.0
Report Management 0,0

T ELFTSuperUser | TRAINER12 ELFT(M) | _Shrewsbury Rosd Heaht Centre

= PE R E G e





image17.png
Workfow
[E] workflow Manager




image18.png




image19.png
@ T.m. =
£ Change Owner ~ 1

AddNote :
Workflow  Cenfig e o
Vigw %) Deete Note

View || Admin Actions




image20.png
‘Workflow Manager Configuration

UserOptions

Default Send To

Custom Folders.

Organisation Optons:

Configure User Tasks
Task Default Settings
Global Viewers

Task Escalation Settings

Out of Office Settings

© Tam currently In the Office

© Tam currently Out of the Office

[ Enable my deputies when Iam in the office

Manage Deputies
©Add 3¢ Delete

Deputy





image1.png
Ver: 5.5.0.0500 (Micrsoft Windows 7 Enterprie 64 bit)
Last s in: 04+-Nov-2015 12:20
ml Last Local Backup: No backup Run Badap

EMIS Web Health Care System - East London NHS Foundation Trust PA Flow 3 - 20112

SeqreMeting DevRequests SupportCentre EMISTracker EMISOnlne

Quick Launch Menu
Care Record

& Summary & Consutations
" Megication © Investigations
Workdow

Workflow Manager
Appointments

Appointment Book & Planner
Regstration

Organisation Notepad

TRAINER 1, ELFT (Mr), 03-Nov-2015 12:53
Welcome to EMIS Training

& Regstration
Patient Administration

4 patient Administration

Reporting
Popuiation Reporting

RSS Feed

e = o—

User RSS Feed URL.
http://feeds.bbi.co.uk/news/rss.xmizedition=rnt

[7] Set as defaut RSS feed for organisation

(o ] [Canel

User email address required

Failed to authenticate, the Emis RSS feed requires a valid email address for the logged on user.
Click here to set your email address

RSS Feed &

No RSS feed defined.
Ciick the Configure RSS Feed button at the top of this section to configure your RSS feed





image2.png
EMIS Web Health Care System - East London NHS Foundation Trust PA Flow 3 - 20112

SeqreMesting DevRequests SupportCentre EMIS Tracker

EMIS Oine:

Time  Description / Patient Name.
08:10
08:20
08:30
08:40

TRAINER 1, ELF
Welcome t

f Problems
O Referrals

& Appointment Reporting
14 Holdays and Closures
P Week Templates

8 carers
Patient Administration

Appointments

Registration —————————

Workflow

[l workfiow Manager

Appointments

5 Appointment Book

@@ Phnner
Registration
& Registration

Patient Administration
13 Patient Administration

Reporting

Quick Launch Menu =
Gare Record
' Summary Configure Homepage
" MeGte (range homepage settngs below
Worklow
5] workdow, | APPONtMents
Appointments| | " Customise Quick Launch Menu s
APPON || choose commands from:
| I e— Care Record
& Registrat 2 e Hitory & consutations
Patient Admini ||| 15 core piang € Investigations
9 patenc & ||| 2o « Medication
Reportng ||| 12 pocuments # Summary

User email address required

Failed to authenticate, the Emis RSS feed requires a valid email address for the logged on user.
Click here to set your email address

o ]

)

RSS Feed

No RSS feed defined.
Ciick the Configure RSS Feed button at the top of this section to configure your RSS feed





image21.emf

