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Windows Log on

When you sit down at your PC you should be faced with the following message.

To log onto the PC press Ctrl-Alt-Delete

You then need to input your username and password, the username is usually
fisrtname.surname and your password defaults to Password1 – you will be
prompted to change this to a more personal password the first time you log on.
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Telephone Use

Logging in

Lift the handset.

Press the green headset button and ensure the button is lit.

Press the green login button (right hand side of the phone)

Enter your personal telephone pin followed by the hash key (#) and
replace the handset.
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Making a call

Press the extension button.

Dial 9 for an outside line followed by the telephone number.

Hold and Secrecy

To put a patient on hold press the ‘hold’ button

To release the patient press the extension button
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Releasing a caller

To release a caller press the RED button.

Logging out

To log out make sure you press the ‘make set busy’ button TWICE.
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Calling 999 Ambulance

Tell the patient you are calling an ambulance for them.

Dial 999 ambulance on a new line

When you are connected to the operator you need to ensure you tell
them to “disregard the calling number” (YOU NEED TO ENSURE
YOU SAY THIS TO THE FIRST PERSON YOU SPEAK TO i.e. THE
OPERATOR).

When speaking to the operator control room hand over the details of
the patient to them.

Take ambulance reference number. Add this to your triage notes.
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Logging In

Double click on the SystmOne Live icon and insert your smart card into the
reader (located to the right of the keyboard).
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Once you have selected this option the following box will appear. In this you need
to input your smart card password and click the top box on the left to access
systm1.

After you have entered the correct password the following box will appear. You
need to click the smart card icon to access the information on your smart card.
You will then be asked to select the required role on your smart card.
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Select the role you require and click ‘go’
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Case
List

Case Filters

Case Details

Case Filters

The filters displayed in the left-hand pane of the Open Cases screen allow you to
break down the list of open cases so only those with particular attributes are
shown, e.g. select 'Mobile Unit' to only view those cases that require or are being
attended by a Mobile GP. You may find that for your job role you only need to
use one or two of these filters.

The number of cases within each filter is displayed beside the filter name. Filters
in bold type contain cases; those in normal type are empty.
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Case List

The upper right-hand pane of the screen displays a summary of the cases that
fall within the filter you have selected from the left-hand pane of the Open Cases
screen.

Correct configuration of columns

The information displayed for each case is detailed in the index. For your
telephone consultations we require you to configure the columns using the
following filters:

Column
Heading

Description

Priority Shows a coloured arrow to represent the urgency of the case:

(red) - Emergency.

(green) - Urgent.

(blue) - Routine/Less Urgent.

Hover the mouse pointer over the arrow for a description.

Time at
Status

How long since the current status was first set, in hours and
minutes.

To quickly see which cases have not been worked on for a while,
click on the Time at Status column heading twice to sort the entries
so that the ones that have not been progressed for the longest time
are displayed at the top.
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First click the priority filter (…):
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And then the ‘Time at Status’ filter

Case Details

This pane allows you to see the details of the selected case's progression at a
glance, including consultation notes and exceptions recorded.

Headings in bold type in the Case Details pane denote 'Status events', e.g. the
time a case was Clinically Assessed.

Headings that are not in bold type denote 'Non-status events', e.g. updating the
registered practice of a patient.

Right-Click Options

The options listed in this section may be available from the right-click menu when
you right-click on a case on the Case List pane of the Open Cases screen
(options not relevant to the case will be unavailable).

Please see the index for a full list of right-click options you will require.
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Performing a Telephone Clinical Assessment

The Telephone Clinical Assessment options allow you to record a consultation on
the patient record and then set a priority on the case.

Selecting a Patient and Claiming Ownership of the Call

To begin a call you first need to select the case from the Telephone Advice
Required and take ownership of the call. This ensures that you are the only
person who will be assessing this patient. You can take manual ownership by
'pinning' your name on the case to stop anyone else from working on it until you
remove your name. To do this:

1. Right-click on the case.

2. Select Pin Ownership from the right-click menu. Your name will

appear in the Owner column beside the case and a icon shows
beside it. No one else can work on the case until you remove the

icon by clearing ownership or closing the case.
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To clear manual ownership of a case:

1. Select the case from the Open Cases screen.

2. Right-click on the case and select Clear Ownership from the right-
click menu.

Note: Closing a case will also clear manual ownership. System Administrators
can also clear manual ownership from cases if necessary.

Best Practice: Ensure that you clear manual ownership (remove the icon)
from any cases you have been working on before finishing your shift; otherwise it
will prevent other users from working on these cases unless the ownership is
cleared by a System Administrator.


