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TPP SystmOne user guide | GP practices to set up a new proxy
user

Before you start

e Have an up to date resident list/report available

e Before starting the setup, scan and save all staff and resident authorisation forms

Setting up a new proxy account

Step 1
e select Patient Maintenance

e then select New online user account.

This information will come from the application form that the care home has submitted to the
practice and it should be scanned and saved in the practice governance folder on the shared
drive.
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Step 2 | locate staff or create new user

e search by entering the care home staff’'s name.

There are three possible options that may be returned:

Proxy users must be setup without an NHS number. This is to make sure that care home
staff are not added as a new patient at the GP practice, making sure that they are not

included in population reporting or generate a ‘price per patient’ payment to the practice.

1. You cannot find their name. Select Not Found

2. You find the person’s name, but the record includes an NHS number. You need to create
a new user and without an NHS number, select Not Found
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Search | Mickey Carer Mouse
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Create Account for Selection

I Not Found I
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3. You find the name and without an NHS number. It’'s possible that the member of staff has

been set up as a proxy in another TPP practice. Check
their name without the NHS number.
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you have the right person. Select

“" Mew Online User Account
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Search |Alison Taylor
First name then surname, or NHS number

Gender Unspecified/Unknown =

[ Include test patients [ Se

3 T
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Alison Taylar
L] Alison Taylar
Alison Taylor
4321092132 Alison Taylor
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Step 3 | complete demographics

complete the demographic details, without an NHS number, ensuring a secure email
address is completed and verified.

click the green button (as shown below) to start adding the care home address for this
proxy user.
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e Select Home as the type of address to add.
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Step 4 | complete user set-up

completed’

ID verification: tick document provided; select Other and type in ‘proxy form

shown below) with secure email address and a work mobile phone number (where

provided).

Contact details: select the green telephone. Record contact details and complete (as
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Verify the details: ensure email is ticked as the method of receiving log in details. This

means that if they forget their password, they can reset themselves online with ‘forgot my

password’ on the

log-in page

Online Credentials: select Email. Use care home staff secure email address for

verification details; and select Email for online credentials settings

screen (see below)

¥ Register for Online Services

Select Allow the online user to access a patient’s account from the bottom left of the

——

[=l@| & |

ok Cancl

Steps to Complete

Identity Verification -
Contact Details

Online Credentials

Proxy Access

Tommy Test 24 Dec 1974 (45y) M

Test, Braithwaite Avenue, Romford RM7 0DS

Home (preferred): 020 3456 5896 Online User, Rivermead Gate
Medical Centre

Identity Verification
Minimum requirements: 1 document(s) or vouching by 1 staff member(s)

Documents provided

X | Other proxy form completed I

Passport | Driving licence  Birth certificate | Bank statement | Utiity bill Marriage certificate ' Other | Use Existing Proof

Drag Image Here
I

{ Telephone Numbers & Email [
[F] Vouched for
- Preferred contact method  Email i I Change Non-Preferred Communication Wethod
Contact Details
I & Record Contact Detais I SMS () Consent (Patient consents to receiving all SMS messages) Organisation defaultis setto
— (©) Dissent (Patient dissents to receiving any SMS messages) assume consent
mail
Hobile Mobile x
- = Unverified -
Online Credentials
[] Preferred contact number
SystmOnline Username and Password >
Home 020 3456 5396 X
Username tommy53351
v Werified =
Giveusername by () Printout () SMS @) Email () Verbally I ——
@ Pri @ Emal @
Give password by ) Printout () SMS @ Email () Verbally | work x
Third Party (HSCIC Approved) Apps — Unverified -
Account D 192695095 1 [] Preferred contact number
Give account ID by © Printout () SMS @ Email () Veqll| Alternate X
Give third party passphrase by () Printout () SMS @ Email () Vel Unverified -
1 [] Preferred contact number
Printout (@) Print all details on one page  (©) Print details on separd |
Temporary X
Printer Settings
Unverified <
Proxy Access [C] Preferred contact number
I Allow this Online User to Access a Patient's Account I Email tommytest@nhs.net
Verified <
Skype ID X
Email addresses are notvalid Skype IDs.
Click here to find out how to locate your Skype 1D.

Step 5 | link the proxy to a patient’s record

Type in the name of the patient in the Name search box.
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e Select the patient you are looking for.

¥ Register for Online Services

T ———— =@

ok Cancel

Steps to Complete
Identity Verification
Contact Details
Online Credentials
Proxy Access

Tommy Test 24 Dec 1974 (45y) M

Test, Braithwaite Avenue, Romford R7 0DS

Home (preferred): 020 3456 5896 Online User, Rivermez
Medical Centre

Identity Verification

1 g by 1 £

[] Documents provided

asspor e e

¥ Patients

==

X
Vv i e oo [ iy [ vwss

[F1 Voud| | [ include deducted patients  [¥] Include test patients ~ Site |All Sites

[ inciude patients only registered for g [ Search on

+ Adyanced

~ | | Columns & Settings.

Contd | [ vateorbin

& recd)| S Number | FirstName | iddie Names | Sumame 008 / L.| .| House Name | House ... Road

emai [t
oble |
Onlin{||
systmd)|
usernad|
Give usf|
ave pal|
Third P{)|
Accour

Give acf |
1 Patient

Give thi |

Posicode | Telephone

Printout

e In the Select Relationship Type box,

e select Unclassified, then Unclassified and then Carer.

e Select OK.

ssword
7) SMS
") SMS
ps—
259599
J Printout

) Printout

on one

Ash)
Al

D4
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. " Select Relationship Type

Enter text to search

Search | Clear

Primary Filter Secondary Filter Relationship Types

Chaplain

Child Protection/CIN Supervisor
Commissioned Advocate
Corporate Appointee
Funeral Director

None

COther

Qut of area CPA

Person of Religion

Power of Attorney

Probation Officer
Responsible Commissioner
Solicitor

Unknown

Favourites Al -
All Palliative Care
Family 0

Unclassified | |
Unclassified

Ok Cancel
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¢ In the Register Online Services screen, select Allow medication requesting; Relationship
to patient is Carer and select one of the options from Basis for granting access. Click

OK.

for Online Services T T . et e

I ok I Cancel

Steps to Complete

Identity Verification

Contact Details

Online Credentials
Services (Mrs Madge M Ash)
Proxy Access

Contact Details

R Record Contact Details

Email [tommytest@nhs.net " erified
Mobile

Online Credentials

SystmOnline Username and Password

Username tommy53351

Give username by () Printout () SMS  ©) Email () Verbaly

Give password by () Printout () SMS @) Email () Verbaly

Third Party (HSCIC Approved) Apps

Account ID 192695995

Give account ID by O Printout () SMS @ Email () Verbally
Give third party passphrase by O Printout () SMS @ Email () Verbally

Printout (@) Print all details on one page () Print details on separate pages

m )
I ————

[C] Allow completing questionnairas*

Printer Settings.

Services (Mrs

[C] Allow appointment booking

[ Atlow viewing summary record

[ Atlow coded or full record Detailed coded record Full clinical recorg®

- ingicates that the service isn't currently offered here

Q| [Carer

—
Access end date -

Relationship to patient

Preferred contact method Unknown -

[] Use akternative contact details

(©) Patient consent (verbal) ) Patient lacks capacity - court order

I Basis for granting aceess

@) Patient consent (written) ) Patient lacks capacity - power of attorney

e In the screen that appears next, select Don’t inform

Account ID
Give account ID by

Give third party by

Third Party (HSCIC Approved) Apps

192695995
() Printout  (7) SMS @ Email () Verbally
() Printout (0 SMS @) Email () Verbally |

Question
Printout

_— =)

Printer Settings @

Services (M

D Allew appointment
] Allow completing af |

[ Allow viewing sumlj|

Tommy Test will now be able to access the online account of Mrs Madge M
Ash.

Would you like to inform Mrs Madge M Ash via their preferred and verified I
contact method (SMS or email only)?

Inform

[T Allow coded or full
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Step 6 | check the proxy set up

The next screenshot shows what services the proxy has access to for the selected patient. In
our example, the care home worker has been given access to requesting medication only. This
is also where access is removed if the care home worker or patient leaves the care home.

¥ SystmOne GP: Locum D (OTRer Carmmaniy el Service] ot Fvermead Cate Weheal Cerire Patent hecord TR

Patient Appointments Reporting Audit Setup Links Clinical Tools Workflow User System Help
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Search Task Discard Save Record Details Panic Map I
CrRPatldfioRe \TviksxFLs i B & F G
=2

Start Consultation Next Event | Event Details | | Pathology @ Drawing = Auto-Consultation Settings

cnml\ Administrative I Online Services

(@ Patient Detais Online Access | Messages | Audit Trail|
BGP Registration Details 1 = —
@ Care History Systl I Il ( ll_‘ﬁu[i”j;_‘ulxljl_'
n‘\ddressHstorv BOOK REQUEST REGISTE

b Q} Appointments, Visits & Tasks
SWS Messages Account Status: Active

B _mer:m‘“; 7 Registered for online services at Rivermead Gate Medical Centre: 26 Feb 2020 16:44 by Locum Dr
Patient ID verification: Other - proxy form completed

@ Contraception Claims Recorded during online senices registration

%’ Maternity Claims

gﬁ LasiCCGs (1) Detailed Coded Record: No review performed. This record type will not be available through SystmOnline.
Full Clinical Record: No review performed. This record type will not be available through SystmOnline.

Reset passwor
iew or issue ne

ange usermame I Allow access to another patients account I Close account  Show linked applic
nird party passphrade

. Prescription History Upgrade Online User To Patient
€b A8E and Out of Hours Access

Sharing Consent Overrides I:‘ Show Previous Service Access

W Deleted tems This online user has access to the accounts and services listed below:
,Qg; Safeguarding Information Mrs Madge M Ash
Identity Verification (1) Date started: 26 Feb 2020 16:33

I J. Entered by: Locum Dr

) Record Restrictions

Relationship Type: Carer
Consent: Patient Consented - Written

Appointment bocking Not granted

Questionnaires Not granted

®
Request medication V’ Granted
%8
Summary record access 8 ot granted
Detailed coded record access 8 Not granted

Full clinical record access 8 Not granted

Step 7 | link the proxy to other patients’ records, if required

See the screenshot above. Select Allow access to another patient’s record and search for
the patient. Repeat as above to add to the proxy user.

Click Save after you have added all the patients.
Adding new residents to a proxy’s account
Once the online user has been set up, an email is sent to the proxy with login details.

Once they have logged on and completed the registration process by setting up new password,
they can start ordering medication.
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To add patients to a proxy’s account after the user has been set up (once only), you will need to
go back to Step 1 above. When you retrieve a user’s record, you can change their password
and access rights here, too.

The following warning may also appear. If it does, select OK
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e When entering the record of the proxy (online user) the following question may display. If
it does, select No
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If a proxy user moves from the care home, locks themselves out of their account, and
cannot reset it themselves, the account must be re-set by the practice that created

them as a proxy user in SystmOne in the first place.
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