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1. Opening EMIS Web

e Click on the EMIS Web icon to launch EMIS Web

e Log into EMIS web with your username and password as per below

Ver: 9.7.14.0200 {Microsoft Windows 10 Enterpriss 64 )

e EEEN

emisyyep

Smartcard not synchronised.

Username Type your user name
Passward Type your password

Organisation ID 29511
] [

Reset password  Username reminder

urrent connaction: Primary Having problems? Visw our Status Page

Copyright @ EMIS Hesith 2020 - all rights reserved, EMIS Web enshlss you bo access s patient’s confidential snd sensitve
personzl data. Only authorised users may access this system (and any datz or information contzined therein). Legal action,
including mmamhumﬁim"mhﬂmmﬁmunamm"gdu(axssln.ﬂxssydaniwf-lu'
and use of this system is subject ko (snd signifies your scceptance of) the relevant licance
appﬁuﬁlehﬂs!\tdrw m@uhmndhmtmmwmm

e When prompted to selected a role, chose ‘Health Care Practitioners’. The job role is
selected at the time of new staff being assigned to that unit, therefore the job role will
depend on the user set up. The Practice Manager will be holding this.

2. Shortcuts

.
I s

Click on the ‘EMIS Bubble’ w: in the top left to find a patient, see the Appointments Book,

access Tasks
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F5 to search for a patient — enter name/date of birth/NHS number, then click on the patient in the list
below

F6 to access Consultations which is a summary of care, similar to the New Journal in SystmOne

S to access the patient record when retrieving from the appointment ledger. To mark the patients as
seen, you highlight the patient on the list and click ‘S’ — that means “start the call”, then when you
are finished with the consultation, select ‘T’ (telephone complete). The patient then gets crossed off
of the list.

3. Navigating the Patient Care Record

This is the EMIS Landing Page. Your practice version will have surgery alerts and possibly even
local news in the centre of the page

GP TEST, HWLH (Dr)

emote suport - ScotCenes Mylncdents  EMGS Healt
#  Omanisation Notepad L Latest Updates from EMIS How L

Hews Friday 18 September 2020
Cick the ‘Add Organsaton Note button at the top of the section to 3dd  note to EMIS Mobile and 0514
Your orgarisation's notepad. ndennad

Read more

eportng
IEl Popuition Reporting

e Use F5 to launch the patient search pop- up or/ ‘EMIS Bubble’ > Find Patient

sh!&

&’ Fifid Paient Recently Selected Patients
— ~ B POTTER Hary{Mn)
£B session ,
£ DUCK. Donald (Mr)
E“ Care Record v | £ MOUSE, Minnie (Miss)

Workflow

{52 Avpointments

& registration

[53] Patient Achinistration »
5] Reporting

@ Configuration

& sysemTools

,
6B External Links

[@ ek [@E
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. Appointment Book
e Access Ledger from patient home from =G Appointment Boo

on left or/ ‘EMIS Bubble’ > Appointments > Appointments Book

@hi&-; :

&b Find Patient Appointments Modules

ﬁ Session v Appoiniment Book
Daily and weekly sessions

e
fEE) core Recora " | Wesk Templates
5|

; H=H i

E,I \Workfow 1 Create and plan sessions
Planner

| @ Appointments | Create and plan sessions
< Holidays and Closures
Registrat G =

a T %) Define organisation closures and

~ holde: Iabili

@ Patient Administration  » Tl
Appoiniment Reporting

@ Reporting . Add and Manage Reports
General Practice Worldoad Tool

Configurati ¥

@ cboalat ﬁ General Practice Workload Tool

i System Tocls *

g External Links 3 5

rrrare— ———

e Access patient directly from ledger by clicking on them in ledger and selecting S

e Expand patient details by clicking the two arrows

F"

emisyyep

Quick Launch Menu
Care Record
& Summary & Consul

e Use F6 to navigate straight to Consultations or/ the Consultations option on the
left

%= Adive ¥ POTTER, Harry (Mr)

—
eMmiSywep

Quick Launch Menu L]
Care Record

® summory

« Mediation
Woridiow

Bl Woridiow Manager

e Access Results from & Investigations

Investigations tab

on the left of the patient home screen or/ the

ns| Investigations | Care

a

= View Deleted
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e View patient letters in the Documents tab

e View your Tasks from ‘EMIS Bubble’ > Workflow > Workflow Manager

s L« Rl 8-S
. "
| & Findraient Viorkiow Modkies:
%5 Saasicn | e
() coreRecand + | B MOUSE Minree (Miza)
T
TR sevoiniments .
& roswrsir
| B Potien adraniswason ¢

I TETETT L

~
9
5
g

%

Then go to Inbox

4. Setting up the FCP Template Pop-ups (Protocol)

In order to make the full use of the System Resources that have been developed, it is necessary for
the FCP to undertake a small amount of configuration within their own EMIS Profile. This will need
to be done at each EMIS practice you work at.

The pop-ups (protocol) have been developed to ensure that no steps are missed during the
completion of your patient consultation. The protocol will need adding to the Launcher within your
EMIS profile; to do this:
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1. Load up a “Dummy Patient” in the clinical system. (Check with your practice for dummy patients
then Find Patient, F6)

2. Once loaded, press F12 on your keyboard. The Launcher will now appear on the right-hand
side of the screen:

Double click 2 protocol from the list or press the
comresponding letter and "Enter” to Bunch.

Right click for add, edit and delete options.

Search for a protocol to launch
% sekctandbuncn... | .
[

Choose a protocol to launch

Protocol Name

PTaTmOoO @ »

3. Right-click on the next available alphabet letter, then click Add

Add...
Edit...
Remove...

Refresh

Sussex MSK Partnership
Central




Sussex MSK Partnership
Central

4. Type FCP into the Search box and hit return

5. You should see the FCP Protocol — v2 option, double click on it.

Protocol Picker

Please make your selection below
FCP

Recently Used
| %7 FcP Protocol - v2

6. The First Contact Practitioner protocol option should now appear on the list next to the
letter that you chose.

Protocol Launcher

.| Double click a protocol from the list or press the
corresponding letter and "Enter” to launch.

7 Right click for add, edit and delete options.

Search for a protocol to launch

| %7 Selectand kunch... |

Choose a protocol to launch

Protocol Name

A FCP Protocol - v2
Wl B

7. In order to access this when in patient consultation, press F12 and double click First
Contact Practitioner or press F12 and the letter that you assigned it to (e.g. ‘A’).
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5. Completing the FCP Clinical template

Please watch the training video before starting your first FCP clinic. You will find details of how to
launch safety protocols and reminders, and these will need to be added to each EMIS unit you are
added to. There are also process notes, detailed in the next section, which complement the video:

https://www.youtube.com/watch?v=19dORLPDzmk&feature=youtu.be

1.1 Completing the FCP Template

To start a new clinical template:

e Press F12 > double click the FCP Protocol — v2 option.
or

e Press F12 > double click on the letter that you assigned it to, as detailed in section 4
above.

When launched, the template should look something like this:

||| Frst Contact Practitioner Assessment

Fresenting # sius
Aapariment Mathad =| It felephoseen,. =
] Fodcrwan Jar @ condioen NE i ay

| Exemingiian
| [ Eamratoysgme

] vmebad ronosnt for scwmratian
| ] atorgi Symemers

o Dscisecn dout cinicainad fag

I S

| [ Sfer neteg

o Famank rapoeed hien g diady had
| Cowd-13 m ke renent gue (bested)
i Tkl Rt Lidist agdt hin

Fefaral b Phizbotomet

] ratar far iy D3-2ch-201E

1 Rabarme Fur b clariaty ncan

o WL ragusait Chypagh MSK ATS [ | 34
satacd

3 -0 L

On the left hand side, you will see the Pages Navigator with the different pages/tabs available
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¥ MOUSE, Minnie (Miss)

First Contact Practitioner Assessment Template

\ First Contact Practitioner Assessment

Interventions and Referrals Sussex

Diagnosis and Goals Presenting Status

-
MSK Assist Care plan Appointment Method I:

[ Follow-up for same condition

Examination
TV ik e B i e -

The template is made up from a mixture of tick boxes and dropdown menus.

Each selection also has a free text box attached to it for notes, mandatory text boxes are marked
with an asterisk. If you type into the text box it checks the corresponding tick box

Text boxes have a maximum character count. Once you reach this you will not be able to add any
more text. You can add additional text once you have completed the template. Find the completed
template in the Consultations tab then right click anywhere in that entry and Edit Consultation

T
G - - [ e

= § e ?.P @ % @ &
s Treed My Fitem _Ted h | St | Mamoe b

Consuingorn

[ Wire Filine s || Cosdy | Moowled| | Fitride

details have not been logged. Click here to resalve.

Workflaw Ttems received - Tasks

POTTER, Harry (Mr) Born  D5-Mar-1956 (64y)

Date Navigater Date Consuaton Test
i Lfestyle gducation 16
Fz for work 17

stended hours comsultabion Unfi For work 18
ther consultation madium used P Minor surgary done - mjection 20
Other consukation medium used (Mere (Care Unbound Ltd))
In-hause physio « Referral ta orthapaedic tage servce
+ Gl ranagemant plan
Cinical raasanng, PATENt Goak 3nd xpectanons te puls nte raf fam

Here (Care Unbound Ltd)
ended hours consultation
{ere (Care Unbound Ltd)
Jére (Care Unbound Ltd)
tended hours consultanon

tended hours consultation 4 Preary dagnass .
Edendad hours consultation Daorder of: stam Y7 N

Here (Care Unbound Ltd) Strugture of masculoskeletal sysvem tas L i ]
Here (Care Unbound Ltd) Verbal consent foe axamination « Rk assesement

Referral to practice phiebotomist
Referm

tended hours consultaton
tended hours consultation
sre {Cara Uinbound Lid)

agEtC resonance ITagng service ke &

Once the template has been completed the pop-up prompt will launch automatically so that any
next steps can be actioned and recorded. Information that you have entered in the template will
automatically pull through to the referral form.

1.2 Pop-up (Protocol)
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For the referral to be recorded within the system, a protocol has to run. When the consultation has
been saved, follow this sequence of steps to ensure the referral is moved on, and recorded
correctly:

This box will appear once the consultation has been saved:

Multiple Choice Question

Please select an option.

& MSK AP Referral

& Secondary Care Orthopaedics Referral
© Direct Physio Referral

& AHPf Fit Note

& Injection Consent Form

& 1do not need any of these

1. If ‘MSK AP Referral’ - go to step 6

. If ‘Secondary Care Orthopaedics’ - go to step 6
. If ‘Direct Physio Referral’ - go to step 6

. If ‘AHPf Fit Note’ -goto step 7

. If ‘Injection Consent Form’ - go to step 8

o o B~ WN

. If ‘I don’t need any of these’ - the protocol will stop.

6. MSK Referral

5.1 Generating a referral form from the template:

1. You will be asked to pick a Pathway; type this into the box, this will now be transferred
automatically to the referral form.

2. You will be asked for a ‘note to admin’; type this into the box, this will now be transferred
automatically to the referral form.

3. Click Ok

The terolate you have selectad contans the following free text promots and/or body text fields.
Any required felds must be completed before the document can ha edited.

Miscellaneous
Please solect a Pathway ‘Hlp |

NOTE TO ADMIH: (e.g. Follow-up [Patient 0 see me in my Hip AP Cinic |
with me or oth er Clinician etc.)
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4. The Referral letter will now open. Some fields will be auto-completed, others will require
completing as appropriate. Your consultation notes will pull through to the bottom of the template.
Check the letter to ensure you have captured everything clearly for your referral.

5. Once the form has been completed click the File button and click Save and Close

¥s Active

¥ POTIER, Hamry (Mr)

Mail Merge Fields «

Pnrt

Save Az

Sawe

Clase

6. Once the letter has closed, you will now see a task box. Fill out the fields as
*directed by the practice ensuring it goes to the appropriate team/person.
a. The Task type must be — Patient Note
b. The Notes must include MSK and the pathway, eg Please send referral to

. |
Add new task datais below
Tex Type  [Refermal ~| @
patient [POTTER, Hamy (M1} | [&
Due Date 03-0ct-2020 =
To BROOKMAN, Angsla (Mss} Bl
CHRISTOU, Taluth (Mss) '
MANLEY, Emma (Miss)
MARTIN, Jenny (Miss)
LYY LIRSy T} o
[C] All recipiants to action tasc
Hotes [Piease sand the MK Referra on this Patients Notes to the MSK Servie.
Thanks
Oare tha Physo
[ urgent 9 / 8000
Send || Cancel

**See How to Send a Task in Emis (page 11).
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7. Press Send.

8. The task will now be sent.

9. You will see the following message box appear;

| Do any more referrals/fit notes need to be done

& No, Complete the Consultation
& Yes

10.1f you select ‘No, Complete the Consultation’ the protocol will finish and the
record will be saved.

If Yes is selected you will be returned to Step 3 (above)

7. AHP Fitness for work note

e If this option is selected then a Word Document will open for you to fill out, some of
the fields will have been automatically filled out.

¢ Once the form has been filled out it will need to be printed to give to the patient. To
do this click the File button and select Print

mail Merge rieias

s s {4 .‘*.
; .l'-'|le Properties
ik

Save and Close

Save ) Sussex MSK Partnership
g Central

Close
T GIvenName
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e Select the printer that you want to use and then sign the form and give it to the

patient. To ensure that it is kept on record please press the File button and Save
and Close

¥+ Active ¥ POTTER, Harry (Mr)

Mail Merge Fields «

Properties Paste

Print

Save and Close
Save
Save As

Close

——,

e The following message box will appear;

: Multipie Choice Question

‘ Do any more referrals/fit notes need to be done

' & No, Complete the Consultation
@ Yes

e If you select No, Complete the Consultation the protocol will finish and the record

can be saved.
Sussex MSK Partnership
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e If Yes is selected you will be returned to Step 3 (above)

8. FCP Injection Consent Form

¢ |If this option is selected then the FCP Injection Consent Form will open for you to
fill out. The patient’s details and your name will autofill automatically.
e Select File and Print, patient will sign the form.

\
T+ Adive ¥ pUCK,

Mail Merge Fiel
=y

) Print [
Save and Close

Save

Save As

Close
T GVenName

e Hand the form to reception and ask them to scan on the consent form to the patient
record.

9. Requesting Bloods

Select the Consultations tab (or if tab not available EMIS Bubble > Care Record > Consultations) >

@

> Test Request > Online Test Request
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(ﬁﬂﬁlﬁﬂ"‘ :

Sewwary  Consulllions  Medcston  Problams

B MCacdl  Cem  [T] 1
W@

= Visibiky
Corauitation Prtient Di

Tasks -5 (1)

l B Yoursecunty details have not been lagged. Click het

5__: | Mew prionty Workflow Items recetved - Tasks
=
-

10. EMIS Tasks

Each Medical Practice will have their own unique Task groups, and this needs to be advised by the
practice manager / line manager within the practice.

Once a referral has been completed, the clinician will need to inform the practice to send it, by
sending a Task to the relevant Task group / staff:

1. Click on the EMIS bubble in the top left hand corner of the screen, Workflow >
Workflow Manager from the list

(7] tetormet Emat

R decoiinerts

B resion

f‘j Pt Adiristration +

[B) Roverira

I B Cortraurstion

port (Sep 24 2014
n #eport

2. Click Add Task from the icons at the top

*»AEARBRT -

T — Sussex MSK Partnership
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3. A new window pops up titled User Task Details

User Task Details 7 X

Add new task detais below

Task Type | <]
Patient [MousE, Mnnie (wiss) ~| [ £
Due Date 09-Oct-2020 =
T Cick search buttc sl
° 2
[ All recipients to action task
Notes
[ urgent 0/ 8000

Send Cancel

Task Type — MUST BE Patient Note (links task to patient)

i Clar || "G ;. Forward Delete Hake
& F’i"’ Filter Resly SR s P,.i“eﬂm Appoiritmert

k|| ToskFier | Task Menu Task fictions.

User Task Details 7 x

Add new task details below

Task Type  |ErCmares
T Patient Admin Note

Book Appointment

Book Appointment with Doctor
Book Appointment with Nurse
Form to Complate

Meeting Notification

Due Date

To.

Prescription

|Referral

Results for Information
Repeat Test

Screen Message
Telephone patient
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Patient — Check the patient is correct

To — search with magnifying glass,

Find the relevant group for that surgery (or a specific FCP MSK task group if they have one), double
click desired option and select OK

Notes — Include that you have created a referral that needs sending to SMSKP/any other request
for the practice

Tick Urgent if the referral is urgent

Click Send

4. When you have finished with your patient select EMIS bubble > Session > Clear
Patient

11. Updating your FCP spreadsheet via Teams

As a group all FCPs are monitoring their FCP patients and capturing outcomes for discussion. This
is being done using a spreadsheet held on Teams. To access the spreadsheet you will need to do

the following:
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Log into the Teams app

Find the First Contact Practitioner ‘channel’ on the left

Under Files locate the spreadsheet for your PCN (e.g. Healthy Crawley)
Find your tab (with initials).

Add details for each patient

Please do talk to Sally York with any issues / questions.
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