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How to Admit, change Consultant, Transfer and Discharge a Patient 
 
Access the ‘Admit Discharge Transfer’ tile on the JAC home screen as shown in the 
screenshot below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 
Search for the patient using Patient Name, NHS number, Hospital number or a combination 
of all three, then select their profile: 
 

 
 
 

1. Admitting a Patient 
 
Select ‘Admission’ from the menu on the left-hand side. From this screen, select the name 
of the ‘Admission Ward’ from the dropdown menu, ensure the admission date and time are 
correct (these will default to the current date and time) and select the correct Consultant 
from the corresponding dropdown menu. Admission Ward, Admission Date and Time, and 
Consultant are the mandatory fields. Once completed, click on ‘Admit Patient’. Please see 
the screenshot below. 
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2. Changing a Patient’s Consultant 
 
Select ‘Consultant’ from the left-hand side menu. Locate the ‘Allocate new consultant’ 
section on the page and select a new Consultant from the dropdown menu. Click on ‘Change 
Consultant’ to confirm. See screenshot below. 
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3. Transferring a Patient between wards 
 
Select ‘Transfer’ from the left-hand side menu. Locate the ‘Transfer patient to a new ward’ 
section and select a ward from the dropdown menu. Click on ‘Transfer Patient’ to confirm. 
See the screenshot below. 
 

 
 

 

 

 

 

 

 

 

 

 

4. Discharging a Patient 
 
Select ‘Discharge’ from the left-hand side menu. Locate the ‘Discharge the patient’ section, 
ensure the discharge date and time are correct (these will default to the current date and 
time) and click on ‘Discharge Patient’ to confirm. Please see the screenshot below. 
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