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REGISTERING PATIENT AND ADDING NEW REFERRAL
· Open S1 Unit
· Click on “Register”.
[image: ]
· Enter details of patient to be registered.
· Please note - you will need to either enter an NHS number or surname/DOB.  You will also need to specify gender.
· Click Search.
[image: ]
When registering a new patient, it is important to check that the patient’s record does not already exist on SystmOne to avoid creating a duplicate record.  If the record does already exist, you will be able to retrieve it straightaway.   






If matches are found, they are displayed in a table.  Do one of the following; 
· Click the green tick at the end of the row that corresponds to the relevant patient to register an existing SystmOne patient:
[image: ]
OR

· Click “Patient is not in this list” at the bottom of the table.
[image: ]
If SystmOne has not found a match, consider searching for the patient using their NHS number only before clicking Patient is not on this List.
If the patient is not found on SystmOne, and you click Patient is not in this list, the New Patient screen is displayed with a number of buttons stacked down the left hand side of the screen.
Starting at the top, click each button in turn and complete the screens that display with the patient’s details.  The right hand side of the New Patient screen displays the details you have entered so far.










Adding a new referral
· Once you have registered a patient, you will see the screen below, which will be used to record a referral in:
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· Select Service Offered
[image: ]
· Select Urgency of Referral
[image: ]
· Select Referral Source (where referral has originated from)
[image: ]
· Select date of referral
[image: ]





· Select referral in reason – you may have one primary reason and as many secondary reasons as applicable.
[image: ]
· Record outcome of referral
[image: ]
· Record status of referral
[image: ]
· Record default contact location
[image: ]



· Record caseload if required
· Once you have completed referral in, for new registrations only, you will see the following pop up box.  You should only choose “Yes” if you are registering another patient from the same family.
[image: ]
· You will now see the following pop up box to indicate that the patient is now registered on the unit.
[image: ]
Cambridgeshire Community Services NHS Trust: providing services across Bedfordshire, Cambridgeshire, Luton, Norfolk, Peterborough and Suffolk
02nd January 2018 | Version 1		                             Page 1 of 7

02nd January 2018 | Version 1		                             Page 1 of 6
image4.png
PatientIs Not In Tis List




image5.png
Record Referral In

Otvr Detts_| [Exactdate 8ms ~ | Tus 020an 2018_[<] [10:47 | |99/

Changing the consulation date will affect all other data entered. To avoid th

cancel and press the Next button e Warning

Gervice otterea q S

Code rumber

urgency.

Referral source.

=P
.

Referrer

Patient aware of referral

Referral date: 020an2018 |~ |[10:47 Type |Communiy Sl

Re-Referral

18 Wesk Wat Referral

ReertinRogsan [prmary [seconsory
Anxiety

tachment

Atendancs
Benavouralssuss
Bullying
Confidnce & SettEsteem
Fain

(Other reason

Dt of action 020an2018 |~ |[10:47

Reason o servcedoay Q) o

End date ~

outcome.

Refusalreason

Q)
Rerera staus a =
a

Defaut contact ocation

Caseload -





image6.png
Record Referral In

=

o oo Bactoste 8me <] e 02 20te -] 0wt | WX

Changing the consultaion date will affzct al other data entered. To avoid this, cancel and press the Next buion pide Warring

(Servce oftered
(Code rumber
Urgency
Referral source

Referrer

Q)

Emolional, Heaith & Wellbeing Praciiionet Team

Q|
Q|

[Emotional, Health & Wellbeing Practitioner Team
ISelect Another Option...

[Configure List.
[Manage Favourites.





image7.png
urgency
Referral source

Referrer

atent aware of referral

Referral date

pp

IRoutine

Qurgent

02

[Select Another Option..
(Configure List..

Manage Favourites...





image8.png
Referral saurce

Referrer

atent aware of referral
Referral date
] Re-Referral

Referralin Reason
Aniety
Attachment
Attendance

pp

(College
INursery
[Primary School
|8 Pupil Referral Unit
[Secondary School
ISpecial school

[Select Another Option...
(Configure List...
[Manage Favourites





image9.png
e Pt afete mrTEEE

verenat e b2san20ts [~[10:47 Type [Communty





image10.png
Referralin Reason
Aniety

Attachment

Atiendance

Behavioural Issues
Bullying

Confidence & SeitEsteem

Fatinn

[prmary | Ssconder





image11.png
outcome Q)

Refusalreason
lacespted

Referral status INot accepted




image12.png
Referral status.

Defaut cortact location

Caseload

q

[Follow up appt offered
(Group Supenision Offsred
Woint assessment

INo Further Action

IReferral Advice Given
ISchool Plan Discussed
freaching




image13.png
Referral in Reason
Aniety

Attachment

Attendance

Behavioural lssuss
Bullying

Confidence & SeitEsteem
Fatinn

other reason
Date of action

Reason for service delay
enct date

outcome:

lany other premises
Furher Education Callege
(6P surgery
Home
|Locality (Early Help Hub)
Mainstream School Primary
ainstream School Sscondary
INHS Premises

02 INursery

Qotner Local Authorty Premises
IR Pupil Referral Unit
Social Care Seting

Qlspecial schools




image14.png
¥ Question ==

another patient with the same dstails?

@ You are saving a newly registered patient. Do you wish to register





image15.png
Information ===

@ ‘The patient is now registered at this unit.





image1.png
¥ #3: SystmOne: MCLAREN, Ruth (SystmOne Administrator) at Cambs. Emotional Health & Wellbeing - Home

Search
Configure Home Screen

E || B =

Appts ists Tempts.

Notity Tasks F

Qb | & ’

Search || Register




image2.png
| N © © %

Step 1 - Patient Detals

[

e — ‘
B — - |
[

[

House name
Road

same ] Town

Gender © Male O Female ©) Indeterminate. ) UnspecifictUnknown County

vteottn fon <] [7] poscode [ | e





image3.png
Mickey Mouse-TestPatient 1 Bevan Grove
NHS Number. DHE2LG

01Jan 1980

Test Patient Record

Mickey Mouse-TestPatient 1 Cross Chureh Strest
NHS Number. BD193RQ
01Jan 1980

Test Patient Record

Mickey Mouse-TestPatient 1 Harbour Walk
NHS Number. TS24 0UX

01Jan 1980

Test Patient Record

Mickey Mouse-TestPatient 1 Egmanton Road
NHS Number. NG20 QN
01Jan 1980

Test Patient Record

Mickey Mouse-TestPatient 1 Cross O Cliff
NHS Number. LN&2HN

01Jan 1980

Test Patient Record

Mickey Mouse-TestPatient ‘The Mousehole
NHS Number. Station Road
01Jan 1980 BTG 4HL

Test Patient Record





image16.png
NHS

East London
NHS Foundation Trust




image17.jpeg
NHS

Cambridgeshire

Community Services
NHS Trust




