top NHS

TPP SystmOnline user guide for GP practices | Setting up proxy
access for care staff authorised to access residents’ GP online
records

Before you start

e Have an up-to-date resident list/report available
e Scan and save all staff and resident authorisation forms

e The patient needs to be set up for GP online services with at least the same level of
access as the authorised care staff proxy user

NOTE: If you have already set up the authorised care staff as proxy users for ordering
medication, go to step 2, search, and select the online user already set up in the system.

Then add additional access via the Online Services screen from step 7 and follow the
onscreen instructions.

Consent must be given by the patient/resident (or their representative) before further
access to the GP record is set up for care staff. There must also be an agreement
between the care home and GP practice for this.

Setting up a new proxy account

Step 1
e Select Patient Maintenance

e Then select New online user account
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This information will come from the application form that the care home has submitted to the
practice which should be scanned and saved in the practice governance folder on the shared
drive.
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) Patient Record Ctri+Shift+1V :) @:} é &£ i@

Patient Consuttati Clrl+W
ient Consultation rl+ foms T
§ Repeat Prescribing ~ ~ .
6| O 3

f “accinations - lilii = \'g h
@ Patient Maintenance y i} Patient Registration Wizard Ciri+D

Print ¥ ;‘. Patient Details. Carer & Registration
{ﬁ Find Co-hahitants... Cirl+F10 Patiert Care... [ usual

Resume ClrivFd Patiert Care (I0S).. [ Registered
55 Sharing Consent Cverride {:} Record New Address

Registered 7
B save Patient F& ELaGEE :
= i . . Stte Al Sites -
B Discard patient Clr+FB Record Sharing
Change Dertal Practice [ include Remately Booked Patients
Open Patients 2 Dedluction reguest... [Jinclude Deducted
Recent Patients ¥ |:|| e
; ncluce Te: ients
Q Patient Locator R ES Security Controlled Procedures...
] ] Patient Plan... Ctrl+Shift+A

2 Quick Patiert Search..  F10 Columns & Settings

Jot.

Q} Online Users

¥ Onling Service Access Reguests /Invites

Step 2 | locate staff or create new user

NOTE: 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, so that they are not included in
population reporting or generate a ‘price per patient’ payment to the practice.

e Search by entering the care home staff's name
There are three possible options that may be returned:

1. You can’t find their name. Select Not Found
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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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B w» &

Task
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Search |Mickey Carer Mouse
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Gender Male
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3. You find the name, without an NHS number. It's possible that the member of staff has been

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

=
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" New Online User Account -

Search |Alison Taylor

First name then surname, or NHS number

Gender Unspecified/Unknown = | [] include test patients  [] Se

-
Alison
Alison

Taylor
Taylor
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Step 3 | complete demographics

e Complete the demographic details, without an NHS number, ensuring a secure email
address is completed
e Click the green button (as shown below) to start adding the care home address for this
proxy user
¥ SystmOne GP: Locum Dr (‘Other’ Community Health Service) at Rivermead Gate Medical Centre - Home —
Q E w = b B [] I o] Y
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Appts Appts ¥ New Online User Account . 2 - - - - » =
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® || = e [
Coat e i Middle name(s)
;:::;"r:m 24 Dec 1974 ~ | |00:00 | [_] Approximate
e Select Home as the type of address to add

¥ SystmOne GP: Locum Dr (‘'Other’ C ity Health Service) at Ri Gate Medical Centre - Home

Patient Appointments Reporting Audit Setup Links Clinical Tools Workflow User System Help
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-
Q ‘) Changing patient demographics using this screen will change them for all
Search Register SystmOne users and may update Spine.
NHS number
Title &
(o] B
First name Tommy
Capit. Imms I
Middle name(s) ¥ Address Type selection oo
Surname Test
| | Select the type of address to add
Gender Male S
Known as
Date of birth 224 Dec 1974 |~ ||00:00 | [ Appt Home (No fixed abode)
b Temporary
Contact e
. Correspondence Only
Home phone | 0203 4565896 b
Mobile phone. ] Cancel
Email address Te—
Addresses
{3 From Type Address Use For Searching | Use For Correspondence
ok Cancel
4 2 nf 4 naw nntirt
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e Enter the care home address and select OK

lemoagraphics

>hanging patient demographics using this screen will change them for all
3ystmOne users and may update Spine.

HS number
itle hd
irst name Tommy - - - -
{ Address S5
iddle name(s) |
urname Test || House name Tesd
ender Male { | Road Braithwaite Avenue
nown as ) Locality
ate of birth 24 Dec1974 |~ | 00:00 | [C]Af)| Town Romford
County
‘ontact || | Postcode RM7 0DS Find Map
lome phone  |0203 4565886 |
lobile phone
3 Ok Cancel
mail address

B ———

Step 4 | complete user set-up

ID verification: tick Documents provided; select Other and type in ‘proxy form
completed’

e Contact details: select the green telephone icon. Record contact details and complete
(as shown below) with secure email address and a work mobile phone number (where
provided)

e 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

e Online Credentials: select Email. Use care staff secure email address for verification
details; and select Email for online credentials settings
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[ ]
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 Ccancel

Tommy Test 24 Dec 1974 (45y) M

Test, Braithwaite Avenue, Romford RM7 0DS

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

Steps to Complete - - =
D G Identity Verification
Identity Verification -
Contact Details Winimum requirements: 1 document(s) or vouching by 1 staff member(s)
Online Credentials Documents provided
Proxy Access
Passport | Driving licence || Birth certificate | Bank statement | Utiity bill | Marriage certificate | Other  Use Existing Proot
I | Other proxy form completed I Drag Image Here
I
1’ Telephone Numbers & Email )
[F] vouched for
. Preferred contact method | Email © I Change Non-Freferred Communication Wethod
Contact Details
I R T—— I SHS () Consent (Patient consents to receiving all SHS messages) Organisation default is setto
p— Dissent (Patient dissents to receiving any SMS messages) assume consent
mail
Mobile Hobile
- - Unverified -
Online Credentials I
[] Preferred contact number
SystmOnline Username and Password 5
Home 020 3456 5896 X
Username tommy53351
v Werified <
Give username by Printout Verbally Preferred contact number
® @
Give password by Printout ) SMS @) Email () Verbally | wore X
Third Party (HSCIC Approved) Apps 5 Unverified -
Account D 192695095 | [ Preferred contact number
Give account ID by Aternate x
Give third party passphrase by Unverified -
m [] Preferred contact number
Printout Print all details on one page Print details on separd|
Tempaorary X
Printer Settings
Unverified <
Proxy Access [7] Preferred contact number I
I Allow thig Online User to Access a Patient's Account I Email tommytesi@nhs.net
Werified =
Skype ID X
Email addresses are not valid Skype IDs.
Click here to find out how to locate your Sk
b \

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

Select the patient you are looking for

¥ Register for Online Services

Type in the name of the patient in the Name search box

ok Cancel

Tommy Test 24 Dec 1974 (45 y) M

Test, Braithwaite Avenue, Romford RM7 0DS

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

Steps to Complete \dentity Verification
Identity Verification

Contact Details 1 gby 1 £
Online Credentials
Proxy Access

[¥] Documents provided
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¥ Patients

==

X
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1 Patient

Give thi

Printout

House Name | House ...| Road Postcode | Telephone

Close

Version 1.0 | December 2020 | publications reference???




v

top

In the Select Relationship Type box:
e Select Unclassified, then Unclassified, and then Carer

e Select OK

; Enter text to search Search Clear

| ¥ Select Relationship Type @l

Primary Filter Secondary Filter Relationship Types

ssword| || Favourites - A - 2
o [|/An Palliative Care Chaplain
| | Family ocla Child Protection/CIN Supervisar
5 aus e Unclassified | | Commissioned Advocate
- Unclassified Corporate Appointee
7 SMS Funeral Director
1 None
ps y Other
—3 Qut of area CPA
4\39,9@1 Person of Religion
! Printout Power of Attorney
e Probation Officer
i D'f Responsible Commissioner
Solicitor
on one By Unknawn
Ash) P
Al
D¢
tly offered
Q -
=
Unknd) 3 5 o
DOk Cancel
® — ————
—_— — —

In the Register for Online Services screen:
e Tick/untick the online services care staff are to be given, as agreed locally
e Select Carer as the Relationship to patient
e Select one of the options from Basis for granting access

e Click OK
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Ok Cancel

Steps to Complete

Contact Details
Identity Verification -
Contact Details 8 Record Contact Details
Online Credentials
Senices (Mrs Madge M Ash) Email |tommytest@nhs net < Verified
Proxy Access \obile
Online Credentials
SystmOnline Username and Password
Usermname tommy53351
Give username by () Printout () SMS @ Email () Verbaly

Give password by () Printout () SMS

@ Email

Third Party (HSCIC Approved) Apps
Account ID 192695995

BGive account ID by TSNS @ Email

Give third party passphrase by 7 SMS @ Email

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

Printer Settings

Services (Mrs Madge M Ash)

|:| Alow appointment booking Allow medication requesting

|:| Alow completing guestionnaires*
D Allow viewing summary record

D Allow coded or ful record Detailed coded record Full clinical record*

* indicates that the service isn't currently offered here

Relationship to patient Q Carer
Access end dale i
Preferred contact method Unknown =

|:| Use atternative contact details

Basis for granting access

| Patient congent (verbal) ") Patient lacks capacity - court order

atient consent (written) _) Patient lacks capacity - power of attorney

You can also add or remove other levels of access to that patients’ record from this screen
too.
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are History
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~ W Appointments, Visits & Tasks

[l sms Messages (1)

& Amendments (1)
@ Contracepton Claims

Flags (17)
& Groups & Relatonships (2)
~ (& Hosptal Number
B Froscription History (7)

ASE and Out of Hours. Access

ing Conaent Overrides

'y ation

W Oniine Services

1B Recora Restrictons (10)

106 B we

A= | @ =

onling A

SySt

= & Wl e W G

Audit Trall

aaEIRiNES
REQUEST

REGISTER

Account status: Active

Registered for onl

ine services at Broad Walk Medical Practiee: 25 Ocl 2019 14:03 by Heather Millar

Patient ID verification: Vouching (personal) by Luis North - known
Recorded during anline services registration

Detailed Coded Record: Record fully reviewed
Full Clinical Record: Record fully reviewed

Re
how lin

[ show Prev

Practice

o Evert Detals | Pathology | Drawing | Auto-Consuation | Setings ¢ d X RO

Add of remove se
eset third party links

SR o

The patient has online access with the following services enabled:

Date started: 25 Oct 2019 13:55
Entered by: Heather Millar

Consent: Patient Consented - Versal

Appaintment booking
Request medication

Questionnares

Avallabie
Available

v
+  Avalabie
v

Summary record access Avallable
Detalled coded recard access Available
Fullcinical record access 3K ot granted

'This online user has access to the accounts and services listed below:

Mr Chris Jones

Date started: 25 Oct 2019 13:55

Entered by: Heath

Relationship Type

er Millar

Partner

Consent: Patient Cons énted - Vernal

Appointment boaking

Request medication

¥ Avalabie

¥ Availabie

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

Account ID
Give account ID by

Give third party

Third Party (HSCIC Approved) Apps

192695995

© printout ) SMS @ Email () Verbally

by () Prigtout (0 SWS @) Fmail (0) Verhaly |

Amend Service Access | Remove Access

Printout

Printer Settings

Services (Mrs ||
D Allow appointment
D Allows completing gi |
[ Allow viewing sum)|

[ Allow coded or full

Question

=)

@

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
contact method (SMS or email only)?

Inform

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 authorised care worker has been given access to requesting medication only.
This is also where access is removed if the care worker or patients change.
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" SystmOne GP: Locum Dr ('Other’ Community Health Service) at Rivermead Gate Medical Centre - Patient Recnrdw

Patient Appointments Reporting Audit Setup Links Clinical Tools Workflow User System Help

Q B wl|B| 3 © ¢ B @& o 4

Search Task Discard Save Record Details Panic Map I
PCEEARUOIDEAENTY 2o s FL bl B @@
=

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

C"”‘CI‘ Administrative | Online Services

{ Patient Detas Online Access | Messages | Audit Trail
[Z] 6P Registration Details = —
b systei A=
4 acdress History BOOK REQUEST REGISTER
I ED Appointments, Visits & Tasks
Bl 5MS Messages Account Status: Active
[ Amendments Registered for online services at Rivermead Gate Medical Centre: 26 Feb 2020 16:44 by Lacum Dr

Q@ Contracepton Clams Patient ID verification: Other - proxy form completed
oniraceRtan Haims Recorded during online senvices registration

% Maternity Claims

i LASICCGS (1) Detailed Coded Record: No review performed. This record type will not be available through SystmOnline.
Schools Full Clinical Record: Mo review performed. This record type will not be available through SystmOnline.
~E
yé Misc. Flags Reset password/Change username I Allow access to another patient's account I Close account Show linked applic
K& Groups & Relationships View or issue new third party passphrade
b & Hospital Numbers
Prescription History Uparade Online User To Patient

3 ASE and Out of Hours Access
Sharing Consent Overrides
W Deleted tems This online user has access to the accounts and services listed below:
F& Safeguarding Information Mrs Madge M Ash
Identity Verification (1) Date started: 26 Feb 2020 16:33
| onine services| | Entered by: Locum Dr

4 Record Restrictions

D Show Previous Service Access

Relationship Type: Carer
Consent: Patient Consented - Written

Appointment booking x Not granted
Request medication V/ Granted

Questionnaires 8 ot granted
Summary record access x Not granted
Detailed coded record access 8 Not granted
Full clinical record access 8 ot 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 accessing the GP record.

Version 1.0 | December 2020 | publications reference??? 10



tpp’

To add patients to a proxy’s account after the user has been set up, you will need to go back to
Step 7 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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