
 
 

 

How to document accessible information and communication support needs within IAPTus. 

Once accessible information and communication support needs have been assessed, the outcome must be 

recorded within the service user’s clinical record. 

 

1. Select the service user you are working with using the ‘Find Patient’ function  

 

 

 

 

 

 
 

 

 



 
 
 

 

2. Select ‘Patient Registration’ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

3) Scroll down the page to ‘Patient Details’ 

4) Select ‘Edit’ 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3)  
4)  



 
 
 

5) On the ‘Edit Patient registration’ screen, scroll down to the ‘Accessibility’ section 

 

 

 

 

 

 

 

 

 

 



 
 
 

6) Complete the ‘Accessible information status’ question. Note that ‘Accessibility Information 

Requirements’ includes all accessible information or communication support needs. 

 

 

If the service user ‘Has Accessibility Information Requirements’, 4 additional sections must be completed 

by selecting the appropriate options available (see step 7) 

 

 

 

 

 

 



 
 
 

 

7) If required, complete 4 additional ‘Accessible information Status’ sections (see below).  

Note that multiple options can be selected.  

 

 

 

 

 

 



 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

8) The free text box, ‘Accessibility Information Notes’ can be used to record details of accessible 

information and/or communication support needs which are not included in the above options within each 

drop-down menu  

 



 
 

9) Scroll to the bottom of the page and click ‘Save Updated Details’   

 

 

10) The newly recorded details are now viewable on the ‘Patient Registration’ screen: 

 

 

 

 

 

 

 

 

 



 
 
 

 

Once an accessible information and/or communication support need has been identified and recorded, an 

ALERT must be added to the clinical record to highlight the need. In IAPTus this is called a Patient Label.  
 

 

11) Select the service user you are working with using the ‘Find Patient’ function  

 

 

 

 

 

 

 

 

 
 

 



 
 

12) Select ‘Edit Labels’ 

        (note, do NOT select ‘Edit Referral Labels’)  

 

 

 

 

 



 
 
 

13)  In the Labels section, click to select ‘Accessible information need’  

 

 

 

 



 
 
 

14)     The Patient Label will now be visible in the ‘Details’ section of the patient record. This will remind  

staff when a patient or service user has an information or communication need 

 

 

  
 

 

 

 

 

 

 

 

 

 

 

 


