NHS

MEDICINES MANAGEMENT Dorset

SystmOne Guidance

This Guidance covers how to:

* Run SystmOne Reports identified within the QSCE Plan
* Send Bulk Messages, and/or
» Complete Bulk Actions to Lists of Patients

Background

The Dorset Medicines Quality, Safety & Cost Effectiveness (QSCE) Plan allows PCN teams to deliver
high quality, best value care, in terms of patient outcomes and financial sustainability.

* Each element of the QSCE plan (found here https://nhsdorset.nhs.uk/medicines/value/) lists actions
to be taken within SystmOne.

» This guide outlines how to complete SystmOne tasks e.g. run reports, generate patient lists, send
patient communications and bulk change patients’ medications.

* The patient communications provided in the QSCE plan (text messages & letters) have been added
to SystmOne — this guide also shows you how to access them.

Please contact: 003023d5.nhsdorsetccg.onmicrosoft.com@uk.teams.ms for further information or if you
need support with a different element of SystmOne.
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ACCESSING CLINICAL REPORTS AND RUNNING

All reports must be run before any actions can be completed.

1. From the Reporting menu: Select Clinical
Reporting.
The Clinical Reporting Screen will be displayed.

2. Use the Reports Tree, on the left-hand pane of the

A |5 AllReports (176115)
4B wating
' Completed (1)
Q Search reports...

screen, to find the report required under the ) Favourites
Dorset SystmOne GPs Folder, then select the A & By Owner
subfolder containing the report required. e.g., Dorset v W My Reports (5)
SystmOne GPs > Medicines optimisation > Quality v 4 | ocal Reports (4301)
Safety Cost Eff 23 24 v [ Arden's Ltd (53060)
3. Select the report to run in the right-hand pane. v B Arden’s Lid Referrals (1)
4. Click on the Run Report button OR right- ¥ Il CBClaspacim Jemsches §250)
click and select Run Report. p v I DCS (33428)
. . » T4
The icon in the Flags column of the screen ' E”""e: E"”'p":‘ Lefg”"’“m““ ©
changes to the wating to run Icon to - & oreettomuB e
indicate the report is currently being run 7 Dorsetmel (st Group (10
In p y g ' “ |, Dorset Safeguarding Group (82)
o ) o A §||Dorsei SystmOne GPs (2338}]
The report is displayed in the Waiting node v I Adnoc reports (2)
of the Reports tree until it has completed. oL v I cce
==y All Reports (1231) ~ g ccup2324
€] wiaiting (1) + End of Life Care (6)
-4 Completed (1) * Prescribing Safety and Quality (15)
Q Search reparts. . + subreports do not use (8)
@ Favourites (1)
Once the report run has been completed a green tick displays in the flag column. v

The report is now ready to complete whatever action or actions are required.

DISPLAYING A LIST OF PATIENTS FROM A RUN REPORT

Show and Select Patients from the Run Report Registered Patients Overs0. | p
Untitled Report 11
1. Right click on the report and select show patients. ! Breakdown Results
A list of patients from the report are now displayed. % Reset Breakdown Options
Q  show Patients

2. From the reports toolbar, click the “select all patients
shown” button. g <4 0

Please note, the list will only display 250 patients per [ Select a patients shown]
page, therefore you may need to work through the patient
lists one page at a time. Use the Page arrows to move
between the results list.

BErXrN =G 86AG0RNEHEARAFE F »BE DS §md@E A H

Default report output

Page 1 - of 25

From the selected list of patients, you are now ready to complete whatever action(s) are required by
selecting the relevant button on the toolbar above.

Please see other options below to send to a list over 250.
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SENDING A MESSAGE TO PATIENTS FROM A LIST VIA THE COMMUNICATIONS ANNEXE

This is the pathway you need to take to send patients a message. The message will be sent to the
patients preferred method of communication e.g., sms, email or Airmid App only.

Note: If the patient has selected their preferred method as Letter and has no mobile number or Airmid app,
the message will not send to them. However, you will be alerted after sending the message.

g« ,‘1!+..:ﬁ@enxﬂdri@@ETEIEE/IEEE-:(JEE+§nEEri o

| Use the Communications Annexe to send the selected patients a communication |

On the toolbar click Use the Communications Bim®EE s H

Annexe button to send the selected patients a | Use the Communications Annexe to send the selected patients a communication

communication.

NOTE: Alternatively, if your list of patients is over 250 patients, click Close, then right mouse click on
report > select Actions > Use Communications Annexe. This will then

send to all patients retrieved from the report. Communications Annexe - 0 x
Message

CO m p | ete th e CO m m u n I C atl O n S A n n eXe bOX Use preferred contact method if set, otherwise use the below method
Send SMS >

1. Tick Use preferred contact method if set ...... peset [ X

2. Choose the send method from the drop down if a preferred uestoonts () ) ESSSSRE St sttt (PH0 )

[ Allow patient to reply

contact method is not set up for any patient in the list.

Subject Health Questionnaire g

Please complete the attached quesliunnaire| g

Add Preset Message

1. Next to Preset, click on the preset icon and select from

the list. For example, navigate to NHSDo, Medication E‘,‘
Management and select the required preset, then click
Ok.
This action will add the message, merge fields, and text to the e —
message field, with a subject if the send method is via email. YOuU | piesse compiete tne atiacned auestonnaire
can also add or remove as required_ Patient Health Questionnaire (PHQ-9) o
https:/isystmonline2.tpp-uk com/2/PatientUrlLogin ?id=)000X
2. Click Send. Sending communications ¥
] 23

Please note that if sending via sms and the message is longer than 306 characters, there is red text above
the send button explaining how many messages are needed to send the whole message via sms.

Send Error Messages

Carefully read any error messages and respond accordingly. Note down any patients that the system has
been unable to send to. For example, a patient only has a land line or letter recorded as their method of
communication. In this instance you would then contact the patient to confirm their contact details. If they
do only have a landline, please see instructions for sending them a letter.
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SENDING A LETTER TO PATIENTS FROM A LIST

Please Note: We would suggest that you create a folder to save all the letters into to make printing later

easier. All letters will automatically be saved directly into the patient re
exist on the system.

cord and finalised. The letter must

1. From the Reports toolbar, click the “select all patients shown” button OR if )
the letter only needs to be sent to some patients hold down the Ctrl key and Of &F €0 0
click on each patient in turn to select. Ctrl+click if a patient is selected in error. [Select all patients shown|

2. On the toolbar click Print Letters using
Integrated Word button. Iress

" D E O O €& + &

_ Print Letters using Integrated Wurd|
WisllicAmnuwrn B

3. The Choose Letter Type box displays. Select

Medication Management from the drop down Choose Let
menu.
Letter Type &
4. Click Ok.

ter Type >

|Medication Management "'

5. Navigate to the folder the letter is in. Select letter, then click
Ok. A message displays informing you word is loading.

6. Check the letter. You can add or remove data. If there are any
form fields, turn on Form Protection. Turn off when you have
finished updating.

Vv [ Ardens
~ |9 porset ccG
v [, Dorset Care Plan
A |8 Meds Management
+ Pregabalin and Gabapentin CD Change Patient Letter 2019
+ Sick Day Rules Letter
+ Skin Barrier & Wound Care Product Request
+ Wound Dressing Refusal letter

o

7. Click Merge and Print.

Merging documents (1/8)

8. The letters will be printed and saved to the patient record.

File SystmOne Mail Merge

510 = [

Mew Amend Form
And Print [Template Field Protection
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BULK CHANGING A PATIENTS MEDICATION TO AN ALTERNATIVE

This action can only be undertaken by staff with ‘Senior Manager’ access rights.

This can be done by either finding all those patients on the medication or all those patients that are in a
particular report. Only patients from the last building of reports will display; reports are normally generated
the evening before, therefore any patients prescribed the medication on the day you run the bulk change
will be missed.

THE REPORT MUST BE RUN FIRST BEFORE STARTING THE BULK OPERATION

1. Goto Setup > Bulk Operations > Repeat Template
Replacement.

Outgoing drug 30 B

Replacement reason

The Repeat Template Replacement box displays. ——

Replacement appiesto () ol patients () a particular report

2. Next to Outgoing drug, click on the medicine bottle,
then click on Drug & Appliance Browser.

Reset  Cancel
B Orug 8 Applia wser | B2 A Fres TextDrugs & Ap 2 set

i iQw Brands Full sorted st Free text search
bl [ Dscontinued / Withdrawn [ Frequently used Product order number

3. Inthe search box type in the name of the current RS )
drug. In this example salbutamol. If the current drug is saitamol

A B4 SEAIC TESUNS TOT SALBUTAMUL

® Product-based search

H & saibutamol 100micrograms/dose breath actuated inhaler CFC free B %
branded, scroll down to Branded and click to expand. B Saimaamor Smosm sokon o ion ampouie
Salbutamol 100micrograms/dose inhaler CFC free B 3
Salbutamol 500micrograms/1mi solution for injection ampoules §¢
Salbutamol 2mg/Smi oral solution sugar free &
Salbutamol Smg/mi nebuliser liquid 3¢
Salbutamol 2mg tablets
Salbutamol 4mg tablets
Salbutamol 2 5mg/2 5mi nebuliser liquid unit dose wals B
& salbutamol 5Smg/2 5mi nebuliser liquid unit dose vials B
& Salbutamol 2 5mg/2 5mi / Ipratropium bromide 500micrograms/2 Smi nebuliser liquid unit dose vials B
A ———— Branded Generics [cost wamningl— Click to expand
& salbutamol 2mg/Sml oral solution sugar free (Pinewood Healthcare)
& saibutamol 2

4. Select current drug from the list, click Ok.

100 00 00 00 D6 D0 KX

mi oral solution sugar free (A A H Pharmaceuticais Ltd)
ral solution sugar free (Sandoz Lid
(A A Pharmacauticale Lid)

ﬂ Gaou

5. Select Replacement Reason e,g Formulary substitution.

p 1-Drug To

Outgoing drug X i ® B calbutamol 100micrograms/dose breaih actuated inhaler CFC free. *

6. Enter replacement notes. This is an essential step. i K
Documentation here demonstrates governance of |
Repacementapplesto () alpatents (® a partcuiar report # X (sabutimol |
changes made. =

Resst Cancel

7. Replacement applies to: select either all patients or a
particular report. In this example we will select a
particular report. e .

Step 1-Drug To Be Replaced | Step 2-Patients | Step 3- Replacement | Step 4 - Dose & Quantity | Step 5 - Confirmation

This is the list of all patients whose records will be affected by this replacement Itis recommended that this list be printed or saved
for later checking.

8. Click # . Navigate to your report. Select, then click Ok. el INED et s Shen

Charlie Cook 32 Apr 1960 1234 Chaffinch Clo... BH17 FUR
Luke Jones 01Jan 1975 9999 Christehurch . BH22 857
Barry WMcFly 16 Feb 1985 99 Diprose Road, . BH213QY

Mary Poppins 16 Feb 1985 111 Wallisdown Ro.. BH12 5AG

9. Click Continue. A list of patients found in the report will e = R
display. Click Continue. The Repeat Template .
replacement box opens, with a list of patients affected by
this replacement.

Print List  Continue

10. Print list to enable checking later. Click Continue
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11. Click on bottle to select replacement drug. Search for
medication replacement. Select. Click Ok

12. A list of the different pack sizes is displayed with 'Not
mapped yet' beside each one.

13. Click on 'Not mapped yet' and select the appropriate
option from the drop down menu for each entry.

14. Click Continue to go to Step 4 of the process. The
different doses and quantities of the repeat templates to
be replaced are displayed. If the replacing formulation is
different to the outgoing formulation (for example
capsules replacing tablets), you must change the doses
and quantities that refer to the outgoing formulation to
refer to the replacement formulation (for example 'one
tablet per day' to be changed to 'one capsule per day").

15. To change a dose or quantity, double click on the
corresponding row and type the new repeat dose or
guantity as required or select then leave as current.

16. Click Continue to go to Step 5 of the process. A
summary of the changes you have made is displayed.
Check the details carefully to ensure they are correct.

Replacementdrug 3§ £ & Salbutamol 100microgramsidose breath actuated inhaler CFC free - £ 3

Original Pack Mapped To
No particular pack specified & Notmapped yet
200 dose inhaler & Not mapped yet

Reset Gances

Step 1 - Drug To Be Raeplaced | Step 2 - Patients | Step 3 - Replacement tep 4 - Dos santity te Confirmation
Repacementaug B i B Salbutamol 100microgramsidase inhaler CFC free ¥

Origial Pack WMapped To
Mo particutar pack specified & 200 dose inhaler
200 dose inhaler & 200 dose inhaler

Contiue.

Below are all the different doses and guantfies of that will ifthe i
different to the outgoing formulation (e g capsules replacing tablets), then doses and quantities that refer to the outgoing

will need tothe formulation (e.g. ‘one tablel per day to be changed to ‘one capsule per
day). To change a dose or quaniity, double click on Ihe cormesponding row below.

Doses

OngnaiDose Number of Repeats | Repiacing Dose

inhale 2 doses as needed 4 inhale 2 doses as needed

inhale one or two doses up to four imes a day 1

Enter new dose [inhale one or two doses up to four limes a day

o

Quantiies
Quantty Mumber of Repeats ~ | Replacig Ouanity
se

Reset Gancel

17. Click Run when you are satisfied with the changes you have made. A message is displayed to indicate

when the bulk operation will take place.

18. Click Ok to acknowledge the message.
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