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Quick Step - by - Step set up:

A brief breakdown of the process for EMIS web online ordering set-up.
The full details and specificprocedures follow afterwards.

e Make sure the online user’semailaddressis not linked to a patient or to theirown personal online ordering
viathe www.patientaccess.com site.

e Gettheaccount deleted using patientaccess support (ifitisalready linked to an account on patient access)—
take into account the link that they send only lasts for 24 hours, so needsto be done whenthe online user
has access to theiremails. Make sure the online user knows to look for this and confirm they want the
account deleted. Italso needs to be set up quickly afterthe account has been deleted, otherwise there will
be no way of ordering for that specificresident.

e Setup on EMIS web — this can be done whilst waiting forthe account deletion on patientacce ss—they
aren’tlinked until the end.

e Setup on EMIS web by goingintothe resident, then selecting the online userand selecting proxy access.
(Thisisthe opposite of SystmOne —we add the userto the resident, not the residentto the user).

e Onceallresidents have had the online useradded as their proxy use, print off an online service detail (this
may be printed on the firstresident set up and kept) —this has the linkage key and account ID, to be able to
setup correctly on www.patientaccess.com

e Goto www.patientaccess.com andsetupan account for the online user.

e Linkthe patientaccessaccount to the surgery, usingthe linkage key and account ID.
e Make sure all the residents are visibleand you are able to access online medication ordering.
e Passonthedetailsofthe ID and passwordtothe online user ‘securely’.


http://www.patientaccess.com/
http://www.patientaccess.com/
http://www.patientaccess.com/
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Introduction

This guide isfor GP practices using EMIS web and care homesto enable and manage online ordering of prescriptions
by care home staff.

EPS in Care Homes
In most circumstances EPS without online ordering is NOT suitable for the bulk of regular prescribingin acare home.

Why?

A care home mustbe able to check that what they have requested onthe repeatslip fromthe practice has been
issued and they should have the prescription back to check this before itis sentto the pharmacy for dispensing.
There is no prescriptionto checkif the prescriptionissentelectronically. Once checked the care home can then
follow up any discrepancies with the practice ratherthan waiting until the medication delivery when there is little
time to identify discrepancies or get the correct medicationin before the next month’s medication cycle starts.

Whenis EPS suitable?

EPS isonlysuitable if the care home is ordering their medication online. The care home is able to check online when
theirrequest hasbeenaccepted by the practice and a prescription has beenissued. This processisoften quicker
and isauditable.

What about ‘tokens’?

The GP practice or pharmacy could print the ‘token’ for the care home to use as theircheck. However, most GP
practices would prefernotto do this as they mightas well printthe prescription and when the pharmacy printsthe
tokenitcan be difficultto geta good systemin place. The pharmacy must make sure all the ‘tokens’ are printed and
must arrange to getthemto the home with sufficienttime for the home to check before they are dispensed. Tokens
are notneeded when orderingonline.

What is involvedin online ordering?

e Setup for the care home will involve obtaining consentfrom their residents for proxy accesstoonline
services.

e Care home staff willneedtolearnanew systemforordering their medications.

e Setup for the GP practice will involve adding the care home staff as online users and assigning the residents
to theironline useraccounts.

e Each staff memberwill have theirown usernameand password that will access all the care home residents.
Thisis unique tothemand access is auditable.

e The GP practice should try and make sure the repeats are aligned, interim scripts are beingissued to bring
repeatsinline and quantities onrepeat are appropriate.

e The CHAPS can support with this process.
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What else should be considered when thinking about EPS in care homes?

On the ‘paper’ systemthe repeat prescriptions are sent to the pharmacy for dispensingin a pile together. When
they go EPS they are sentas they are signed by the GP and not all inone go. The prescriptions will be mixed up with
all the pharmacy’s other prescriptions and there is no way for the pharmacy to identify if a prescriptionisarepeat
for next month, interim or acute. The care home must have a robust communication processin place to ensure that
the pharmacy is notified whenanitemis needed soonerthan with the monthly repeat medications.

What if the GP is not signed up for EPS?

There are a small amount of practices that have chosen not to do EPS, which means these willstillhave paper
prescriptions produced. The home willstill be able to orderonline, butasystem must be putinplace inregards to
the collection of the paper prescriptions. This may be the pharmacy providerorthe home, buta robust systemand
procedure mustbe in place to avoid errors.

Risk Assessment Tool

Before starting the process of implementing online ordering or EPSina care home the riskassessmenttool should
be completed. Thisisa useful stepin discussing key areastothe process. Itisrecommendedthatthe GP practice
and Care Home meettodiscussthe processand risk assessmenttool so that any changes to the current process can
be agreed. See appendix 1.

Irregular Issued Repeat

EMIS web does not require any irregular boxes to be ticked. EMIS web will allow ordering early for all online
orders.
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Consent for Online Access (Care Home)

Care home staff are able to request proxy access to online services fortheirresidents. Before settingup online
services consent must be gained from the resident wherever possible. The information leafletin appendix 2 can be
adapted by the care home to help explain onlineaccess to theirresidents.

The Proxy Access form should be completed foreachresident —see appendix 3.

Where the resident does not have capacity, online access may be allowed where itisfelttobe inthe resident’s best
interests. Decisions of family members, those with lasting pow ers of attorney or court appointed deputies should
alsobe respected. Furtherinformation can be foundinthe ‘Proxy access — guidance orgeneral practice’ created by
NHS England and the RCGP and found at the following site:
http://elearning.rcgp.org.uk/mod/page/view.php?id=4775

The proxy access forms should be submitted to the CHAPS team member supportingthe initial set up of online
ordering. Followingthisinitial setup the care home should be aware of the following:

e Proxyaccessis setup onlyforthe staff memberslisted onthe above forms. If a new member of staff starts
thenthe above paperwork will need to be submitted again forthat new member of staff.

e [fa staff memberwhohasbeen granted online access tothe care home’sresident’s leaves employment at
the home thenthe care home mustinformthe GP practice immediately foraccess to be revoked.

e Whenanewresidentarrivesatthe home the above paperwork mustbe completed and submitted tothe GP
practice for online access.

Setting up Online Access (GP Practice)

Once the consent paperwork has been submitted by the care home, the CHAPS / GP practice are able toadd the care
home staff members as online users.

1. First Steps - Checking on Patient Access

Before settingup the online user we need to make sure the email provided is not already in use. If we do not do this,
it can cause confusion once setting up on EMIS web. If the care home already orderonline the old way, without bulk
proxy access, the procedure will be more time consuming and lengthy thanif you are settingthe home up for the
firsttime. The complication occurs when setting up the onlineuser on patient access, not on EMIS web. Patient
access isrecognised through the online user’s email address. Therefore, the email forthe user must NOTbe in use
already and connected toa residentortheirown online orderingaccount.

NB: You may need to use google chrome to load patientaccess and it doesn’tload properly on work laptops.

Checking if the email address is in use:

e Go towww.patientaccess.com

e Select register’
e Enterallthe details of the online user
e Click ‘continue’


http://elearning.rcgp.org.uk/mod/page/view.php?id=4775
http://www.patientaccess.com/
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e Addthe email addressand make up a password forthe online user —Keep a note of this. Accept the terms
and conditions and then ‘create account’.

e |[fthe personisalready registered you will get this message

Enter account details

rrrrrr

e [fthe personisnotalreadyregistered youwillgeta‘Success’ message and a promptto linktothe surgery —
leave patient access at this pointand don’t go any further. You must now do the set up on EMIS web before
proceeding with patientaccess set up.

Steps to take if the email address is in use:

e Firstly, make sure thatthe personis not using this email address fortheirown personal online ordering, as it
will preventthem from ordering theirown medicines if we cancel it.

e [ftheyare usinga personal email addressforordering, anew one forthe home andto order forthe
residents will need to be created. Thenyou will not need to do the following steps, asitwon’t be linked to
anyone on patientaccess.

e Before proceedingany further—check the member of staff has access to theiremail forthe next 24 hours, as
the linkto confirm deletion only stays active for 24 hours.

e Also, make sure they are not justabout to do theirmonthly medicines order, because once the email
connectionis deleted there will be no accesstothe residentassociated with it. You also need to get the set
up done as soon as the account deletion has been processed, sothat the home can order forthe all the
residents, including the resident now disassociated with the email—itis worth planningthisinadvance so
that the whole procedure can be done when the member of staffisin and you can also access the GP system
to setup the online user.

e Onceyou are sure the email address isnotconnectedtoa residentand not personal use of the online user,
go back to the main screen on www.patientaccess.com

e Clickon ‘contact support’; click ‘ask’; then click ‘email-no time to waitaround’ and then select ‘account
deletion’ —as shown below.

Welcome to Patient
Access

IVHS]
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e Onceyou presscontact support, the following box will appear. Fill in all the details, along with the online
useremail that you want the accounts deleted from. Then click ‘contact support’. You will get an email
response inaround 2-3 hours to confirm that you want them deleted.

A48

=D
Once you confirm that you want the account deleted, the onlineuser will getan email with alinkto confirm
they are happy fortheiremail account to be deleted.
The link ONLY LASTS 24 HOURS. If they do notclick the link within 24 hours you will have to do the whole
processall overagain.

Once the online userhas clicked this link you are able to set them up correctly on patientaccess.

N

. Adding a proxy access user to a patient/resident:

NOTE: This part can actually be done whilst waiting for the patientaccess accountto be deleted. The set up on EMIS
isn’tassociated by the email address. Itisonly whenyou link the patient record on EMIS web to the patientaccess
records that the email association takes place. Thisiswhy we needto do the first process, so we can link the two
successfully.

e Scan the proxy access form that has been signed by the online user. Save this whereveritis easyforyou to
access whilston EMIS web. Forexample the desktop orinto one of the resid ents notes. The process of
settingup the online userasks fora documentforevidence, so getting this ready at the start makesthe
process smoother.

e Searchforthefirstresident.

e Highlightregistration

e Select ‘registration’ fromthe options.

e Asshownbelow—select‘online services’fromthe tab.




Care Home Advice m

Pharmacy Service (CHAPS) Northamptonsh're
|

Clinical Commissioning Group

e Unlinkanyassociated users currently set up forthat resident by clicking on the names of the person setup
and thenclicking ‘Unlink User’. You will geta prompt asking if you want to delete. Click ‘deletelink’.

e Click‘addonline user’

e Select‘add proxy user’

e Thebox below willappear. Add all the details of the online userto be associated with this resident/patient.
Then click ok.

TEE € AdmesCinka Support | EARES Gatbu iy | Ovgenisabon BUGBROOKE MEDICAL PRACTCE | Locabion, Bugbroaks Wedice Fraciie

0 € m 8 © & O £ 08D w200

e Thefirstresidentsetupto findthe online user, itwill say ‘noaccountfound’ and you will select ‘create a
new account’. Once the online userissetup afterthe veryfirstresident, you willbe able to find them and
pickthem from the list, to selectasthe online user.

e Continue with creatinga new account - you will geta pop upto fillin all the details of the online userthat
you are creating. Fill all of thisin. Tick the drop down to say the email addressis verified, otherwise this will
preventthem linking with patient access. Click Next.

e Onthenextscreenyouwill be asked forID verification. Click ‘add’ and then ‘personal verification’. The
CHAPS name should be used forvouchingas they are the contact between the care home and the GP.
Searchif yourname doesn’t automatically appear. Select your name and click ‘save’.

e It willtake youbackto the setup template. Click ‘next’ againand it will take you to the next part of the set

up. The screenshould like as below:
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e Tick all the boxes forappointments, request prescriptions, messaging and demographics. Select relationship
to patientas carer. Thenscroll to the bottom and click next.
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e Asshownbelow—tick ‘allow access’ forappointments, repeat prescriptions and demographics, but not core
summary record. Then click on ‘update legal basis’. This will take you to another pop-up. Click legal basis
type as ‘ Explicit consent’ and method as ‘written’. Then click next.

m e a @ e @@ ¢ =

e Youthengetanotherpop upbox. Thisis the screenthat allows you to add the proxy access form, with the
online user’s signature as evidence. If you don’t add this then all the greenticks do not appearand this will
preventitbeinglinked whenlogin to patientaccess.

e Thenyou should have the picture below. All fourgreen ticks need to be presentto enable the link to patient

access setup. Click OK if all the ticks are green. Go back to investigateif one of the categories has aflag.

[

e
les: -4 S8 F W ® 3 =@
[ <

I"mt All four® My i
| greenticks . _ g -
should now
be present ' {@- :

Ll -

o o | [ |

Gre a3 evidence. 1Tyou don (add e e ol The T Do
ing linked when log In to patient access. Add your ° @

e You willthenbe giventhe option below. You can opt to printat this pointand it will printyou a code that
will be neededtolinkand setup patientaccess. If you do not printhere you can always printit later, by
findingthe onlineuser.

s
logs i R —
Ik e AQE A B

e Once printed, youwill automatically be taken back tothe patientregistration screen, but this time it will
show the online usersetup and linked.

10
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e Atthispointdothe whole process again with asecond personthat may be allowed access to proxy access
for the patient.

e Repeatthisforall otherresidentsinthe Unit/Home thatthe online users are allowed access to.

e Once complete forall residentsand all onlineusers, make sure you have the print out foreach online user,
that has theirlinkage key code and theiraccount D, ready to set up on patientaccess.

3. Setting-Up Patient Access

e Go to www.patientaccess.com

o [f they user already has a password set up, then type in the email and password on this screen. If
not then go to ‘register’ and set it up as we did at the beginning of the process. Then log in.

e Click “next’ through the first few screens until you get to finish’.

e On the home screen there is an option to ‘Link Your GP practice’. Click on this.

e Type in the postcode of the practice and search.

e Select the practice from the list brought up by the search and click continue.

e |t will ask if you have a registration letter from the practice — to which you will click ‘yes’.

e At this point you add the linkage key and the account ID and click ‘confirm’.

e The next screen should find all the details of the online user from the GP system. The house name
will be blank and you have to fill this in EXACTLY how it is written on EMIS web, or else it will not
link the two accounts.

e Then confirm the details with the password you have already set up for the online user and click
link account’. It will then link the two accounts.

o If it says there’s an error, check all details match EXACTLY as it says on EMIS web, down to
capitals and lower case and the date of birth etc...

e Inform your online user of their login details and password and ask them to change their password
the first time they log in.

EMIS web helplinenumber: 0330 024 1270 (You will need totell them the surgery code numberforthemto help)

11
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Appendix 1 - Riskassessment tool for online ordering and EPS in care homes

Care Home: Discussion with and date:
GP Practice: Discussion with and date:
Pharmacy: Date informed:

Item for discussion

Details and concerns

Monthly repeats will be requested online but how will
the care home submitinterimrequests?

How will the care home communicate different
guantities thatare required oritems that do notappear
on repeat?

Online requests willcome through to the practice as a
task along with all other patientrequests. From the task
listthere is no way of identifying if the requestisfora
care home or not. Will thisimpactonthe practice?

Care homes usually ordertheir monthly repeatsin week
2 of theirmedication cycle (2-3weeks beforeitis due).
When ordering online the tick box will only be available 7
days before the medicationis due. The workaroundis
to mark all care home repeattemplatesasirregular;
however, this alsoremoves the ‘issuing too early’
prompt. How will thisimpact onthe practice?

Consent paperworkis staff memberspecificsoifa new
member of staff requires access toonline ordering these
will needto be submitted again.

When a staff member leaves the practice should be
informed immediately so that theiraccessis revoked.

When EPS prescriptions are sent to the pharmacy there
isno way to identifyif aprescriptionisarepeatforthe
next month or an interim/acute thatis needed sooner.
How will the care home communicate interim/acute
prescriptionstothe pharmacy?

Following the online ordering the care home should log
back into confirmthat all items requested have been
issued.

How will the care home follow up discrepancies with
theirorder?

When chasing prescriptions the firstactionis to check
the online repeatslistto confirmithas beenissued. The
pharmacy can then be contacted — if they do not have
the prescriptionyetthenthey canlookonthe
prescription tracker.

Start date of next medication cycle:

Plannedfirstonlineorder:

12
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Appendix 2 - Online Services Records Access - Patient information leaflet ‘It's your

choice’

As part of the governments drive to make it
easier for people to access medical services it
is now possible for you to order your
medication online (You can also view your
medical records and book appointments too)
Being able to order medication online will help
the staff that cares for you at **CARE HOME**
obtain this more quickly and efficiently. If you
decide not to do this or wish to withdraw, this is
your choice and practice and care home staff
will continue to treat you in the same way as
before. This decision will not affect the quality
of your care.

**CARE HOME** will be given login details that
are unique to you. This will ensure that only
you and your carer are able to access your
record.

Repeat Prescriptions

With online access authorised staff at **CARE
HOME** can:

« View alist of your current repeat
medication list and easily select the
ones that need ordering.

« Include a message with the request
(e.g. ask for your prescription to be sent
to your local chemist)

« Track your order— The request will be
shown as ‘Accepted’ once it has been
processed, or display an ‘R’ if your
request has been rejected by your
doctor.

The practice has the right to remove
online access to services for anyone
that doesn’t use them responsibly.

More information

It will be the responsibility of *CARE HOME** to
keep your login details and password safe and
secure. If you know or suspect that your record
has been accessed by someonethat you have
not agreed should see it, then your password
can be changed immediately.

The practice can remove online access until you
are able to reset your password.

Repeat
prescriptions
online

GP

appointments It’s
online

View your GP
records

Your
Choice

For more information about keeping your healthcare records safe and secure, you will find a helpful leaflet
produced by the NHS in conjunction with the British Computer Society:

Keeping your online health and social care records safe and secure
http://www.nhs.uk/NHSEngland/thenhs/records/healthrecords/Documents/PatientGuidanceBooklet.pdf

13
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Appendix 3 - Proxy Access Request

GP Practice:

Care Home:

Resident name:

Resident DOB:

Section 1 - Resident Consent

L) e e e e e a e nen (name of patient), give permission to my GP practice to give the care
home staff members listed on this form proxy access to the online services foronline prescription management.

| reserve therighttoreverse any decision | make in granting proxy access at any time.

| understand the risks of allowing someone else to have access to my health records.

Signature of Resident Date

Section 2 - Resident does not have capacity
If the resident does have capacity to consent to grant proxy access, consent must be gained from the resident.

Capacity assessed by

Date

Signature

Section 3 - Care Home Staff Details

Care home staff members requiring access should complete their details below and sign to confirm that they
understand theirresponsibility for safeguarding sensitive medical information and understand and agree with each
of the following statements:

1 I/we have read and understood the information leaflet provided by the practice and agree that | will treat
the patientinformation as confidential

2. I/we will be responsible forthe security of the information that/we see ordownload

3. I/we will contact the practice as soon as possible if I/we suspect that the account has been accessed by
someone without my/ouragreement

4, IfI/we see informationinthe record thatis not about the patient, orisinaccurate, I/we will contact the
practice as soon as possible. | will treat any information which is not about the patientas beingstrictly
confidential.

Care Home Staff Name

JobTitle

Date of Birth

Email (if applicable)

Signature

14
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Care Home Staff Name

JobTitle

Date of Birth

Email (if applicable)

Signature

Care Home Staff Name

JobTitle

Date of Birth

Email (if applicable)

Signature

Care Home Staff Name

JobTitle

Date of Birth

Email (if applicable)

Signature

Care Home Staff Name

JobTitle

Date of Birth

Email (if applicable)

Signature

CHAPS team member setting up access

JobTitle

Date access granted

THIS CONSENT FORM WILL BE RETAINED BY THE GP PRACTICE

15



