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Patient Services -
Registration User Guide

Introduction

Each of your patients’ needs to register for an online account to get full access to all
of the online services you have enabled.

Once you have registered a patient for online services, a registration letter is printed or
emailed to the patient. Your patients must then go to the Patient Services website to complete

their registration.

This guide explains how to register your patients for online services.

(O Note - Patients need a valid email address to register for online
services.



Creating a Patient Online Account

To create an online account for a patient:

”~
w

Registration

1. From Registration , select the patient required.

2. Now select the Online Services tab.

I Registration Details x|

[ Incomplete Detailz
F'ersgnall Addrezs I Hegistrati-:nn, Hotes I Other | |ds |

Familyl Conzent  Online Services Ereferencesl

—Account Skatus
Preferred Email &ddress:

- (| | Add |

Preferred SS Humber:

|Ma Selection =] e | [ Add |

| dentification

£ Created " Fegistered € Achive ) Locked Reprint Account Details

Reszet Online Account

Funchion | Enabled | MHaotes | 1= Hiaotes
Global
Appointrments
Repeat
Acute O
Patient kezzaging
Surmary D ata I
Detailed Coded Record ﬂ

] Cancel Contacts Help |

3. From Preferred Email Address, select an existing email address or select

Add L:i:zi enter a new email address for the patient in Contact, tick
Verified and then select OK to save and close (this email address is used to
send confirmation and reminder messages to your patient).




Communication - Add x|

Contact : ‘/q Enter a new email address
| here

Type of Contact :

-
F Verfied J\ Tick to verify the address
Lo |

) : (]
" alid Period
From ; Jntil ; Cancel |
I I Help |

The patient is not required to have a recorded email address, however
without a verified email recorded when you select Create Online Account
the following message is displayed:

'Without a preferred e-mail address, a Registered Online Service User will not be

able to complete their online registration for the service. Do you still want to
continue?

Yarning - Patient has not specified an preferred email address |

Without a preferred e-mal address, a Registered Online Service
zer

—  will not be able bo complete their online registration for the
service.,

Do o still weant bo continue?

Select:

- Yes to continue the online account creation, or

- No to return to the Online Services tab without creating an online
account.

O Note - Patient Services does not send communications via email or
SMS unless the communication details have been verified. If the
patient has more than one email address, the contact that is
displayed when you select OK is the contact used by Patient
Services. This is known as the 'preferred' contact.

4. Choose or add a verified SMS Number. To add a mobile number select Add
CEdd

, enter a new mobile number for the patient in Contact, tick Verified
and then select OK to save and close (this mobile number is used to send
confirmation and reminder messages to the patient).



Communication - Add |

Contact : Enter a new H’nﬂb‘”ﬂ
| w number here

Type af Cantact ;

obile phane i Tick to VE.I"‘I'.FH the address
[~ Werified 0K

Walid Penod
Fram Ikl ; Canzel |
I I Help |

5. Select Create Online Account, Microsoft Word is launched with a letter
containing the patient’s Online Registration Details. The Registration Letter
contains two sets of online registration details and should be kept by your
patients ready for registration to the national Patient Facing Service.

6. Check the details, print out the letter and hand it to the patient. If there is a
verified email address a pdf copy of the letter is also emailed to the patient.

7. The Online Services tab is updated to show that the account has been
Created.

Il Registration Details

[ Incomplete Details [T Incomplete Feglinks
F'ersgnall Addresz | Reqiztration I Hoates | Other I ldz |
Familyl FF'ﬁEII Consent  Online Services Ereferencesl

—Account Status
Canfirmation Email Address:

234cmgrnail.corn [Verified)

Caonfirmation S5 Humber:

I Mao Selechon

Created is indicated

¥ Created = Fegisterad £ Active = Locked

==k -l I [ [P P I | g PO - I [ Rl I B I R I | -

8. Select OK to close.

ﬁ Important - Patients wanting to set up more than one account
should be advised to use different email addresses due to potential
breaches in confidentiality.



Adding Communication Details

1. From Registration, select the patient required and then select their
Address tab.

Select the Address tab
Il Registratior Details x|
[ Incomplete Oftails ™ Incomplete Reglinks
Famil_l,jl FPge Eu:unsentl Online Se;viu:esl Preferences

Perzonal I Addrezs I Fiegiztration I Motes I Other I |dz I

Surname:; Birth Surname:

[SMITH |

TR . -
2. Select Add Ll to add a contact for the patient. Contact details can be

added to the main address, ie land line number, or as a contact for the
patient, ie Mobile or email.

Il R.egistration Details x|
™ Incomplete Details [ Incomplete Reglinks

Familgl FF'EEII El:unsentl Online Sewicesl Breferences
Perzonal  Address | F!egistratiu:unl Mates I Other I [dz I

—Addreszes: — Contacts for patient;

:I E mail emal(@test com :I

---------- M ain Addresg-------

o |l o

Edit | Delete | Budit | Add | i | Delete | Audit |
Select Add to add a contact i
] | Cancel | Contacts | Help |

3. The Communication - Add screen is displayed




10

Communication - Add

Contact :
|

Type of Contact

! [

[ Werified
' : k.
Yalid Period
Erom Lkl ; Cancel
I Help

4. Complete as required:

5.

Contact - Enter the contact details, eg email address or mobile phone

number.

Type of Contact - Select the type of contact you are adding, eg Email or

Mobile phone.

Verified - Tick to confirm you have verified the details.

O Note - Communication details must be verified to enable email

and SMS communication to the patient from the Patient Services

website.

Select OK to save and then select OK again to close the patient

Registration screen.

O Note - If, following Online Registration, the email address is

removed; your patient is unable to log in.




Add Patient Identity Verification Details

When a patient asks to register for online services, you must ask them to provide a
form of identification. Once viewed, you must record that you verified their identity

on their patient record in both of the following ways:

Record a patient registration data verified history entry

ela

1. From Consultation Manager | “onsultation Manager oo jact the patient

required.
2. In Read Term - Add, type #91B and press enter.

3. 91B..00 Patient registration data verified is displayed, select OK to invoke

the History - Add form.

Read Term - Add [ ok

| X Cancel |

||91 B..00 Patient reqiztration data verified

4. On the History - Add form, add comments and change the Priority if your

practice protocols dictate.

He History - Add O Recal [ 105 | B another | ok | X carcel | ¢ Hep |
Ewvent D ate: Clinician: [" Private

|02 February 2018 I._Iupiter, Or Sarah j ¥ I Eractice

Fead Term for Characteristic: LCormment;

|91 B..00 Patient reqiztration data verified ;I

Type of Charactenstic:.  Epizode Type: Prionty: — End Date:

IAdminiﬂratinn j IDther j |3_ I

5. Select OK to save.

O Note - You can add 91B.00 Patient registration data verified if
you can vouch for a patient who does not have documentation. You

should record that the patient has been vouched for in the free text
notes.
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Record an Identification entry

Identification is a screen for recording the type of identification presented by the
patient within Registration. If identification is not recorded it is not possible to
complete the creation of the online account.

Select either:

”
wr

Registration Registration  goject the patient required, select
Online Services tab and then select Identification.

I R egistration Details x|

[ Incomplete Detailz ™ Incomplete Reglinks

P'ersgnall Address | R egiztration I Motez | Other | [dz |
Famil_lgl FF'ﬁEII Conzent  Online Services Ereferencesl

— Account Skatug
Freferred Email Address:

e R

Freferred SMS Humber:

|No Selection =] [ty || Add |

| dentificatian

% [Created " Fegistered  Active ! Locked Reprint Account Details

Feszet Online Account

or,

Consultation Manager | “onsuitation Manager oot the patient required,
select List and then Identification.

12



1. The Identification Type screen is displayed:

Identification Type

Identifization recorded for HAYLEY SIDDIGUI [52682672234]

[ ate | Type | U zer | Text |
02/02/2018 Personal Youch  MszJane Receptionist  Known the patient for marny pears
02/02/2018 Paszport Mz Jane Receptionist

Edit [relete Cloze

2. Select Add to add details.
3. The Identification - Add screen is displayed.

Identification - Add

Date:  [0g/07/2015 =l
Type: | Bark Statement =
Staff: Macd, Mrs D =
Frestest: || =

e

] | Cancel |

4. Complete as required:

Date - Completes with today's date. Select to display a calendar and
select the date the identification was presented if required.

Type - Select from the available list:

- Personal Vouch

- Information confirmation

- Passport

- Driving Licence

- Birth Certificate

- Bank Statement

- Utility Bill

- Other
Staff - Select the staff member that checked the identification from the
available list, this initially defaults to the person currently logged in.

13
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Freetext - Enter any free text comments required.

D Note - If a patient provides another form of ID in the future,
rather than edit the existing information, you should add a new
entry.



Registration Status of Patient's Online Account
There are four online account statuses within Registration, they are:
Created
Registered
Active
Locked
Online Account Created

When the patient has supplied their email address, the online account has been
created in Registration and the Registration Letter generated and given to the
patient, their status is shown as Created.

Online Account Registered

When the patient has completed the online registration process, creating a
username and password, but not activating the account by confirming the email,
the status is shown as Registered.

Online Account Active

When the patient has activated their online account by following the link in the
confirmation email, the account status is shown as Active.

Online Account Locked

After 5 unsuccessful log in attempts the patient's online account is locked
temporarily for 60 minutes. The patient's account status in Registration Details -
Online Services is changed from Active to Locked:

B Registration Details x|

[ Incomplete Details
F'ersgnall Address I Fiegistratinn, Hotes I Other | |d= |

Famil_lgl Congent  Online Services | Preferences

—Account Skatus
Preferred Email &ddress:

IP‘atient.emaiI@test.mm [ erified) j "-.r"erif_l,ll .-“-‘-.l:ll:ll

Preferred S5kS Humber:
IEI?EEI'I 234R67 [V erified)

| dentification

{" Created " Fegistered ) Aotive % |ocked Flzpint Secatinl U=t

Ereate Online &ecaumnt

D Note - After the 60 minute lock period, the patient's online
account is unlocked automatically and the status changed back to
Active. See Unlock User Account for instructions on how to unlock
the patient's online account manually.

15



Unlock User Account
To unlock a patient's online account manually:
1. From Registration, select the patient required.

2. Select Registration Details - Online Services and select Active to unlock
the patient's online account:

M Registration Details |

[ Incomplete Details

F'ersgnall .-’-‘«ddregsl Fieqistration ﬂotesl Ellhgrl Igsl

Preferences I

Familgl Congent  Online Services

—dccount Status
Freferred Email Address:

IPatient.email@teﬂ.cnmNerified] j Verifyl .-’-‘«ddl

Prefered SMS Mumber:

Click Active to IDF"SS'I 234567 [Werified] j Werify |
unlock the |dentifization |
Pﬂffﬂl‘lf's Feprnt &ccount Details |

= Created " fctive f* Locked

nline accoun
° I ount Create Onlite ceaunt |

3. Now, select OK to save and close.
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Disabling Online Services

You can disable a patient's online services globally or by specific module if:
The patient chooses to opt out of online services or a specific module, or
The service is being abused by the patient

Online Appointments functionality is disabled automatically for a patient if they
exceed the practice's online DNA limit.

To disable a specific patient’s access to all or a selection of online services:

”~

v

1. From Registration  Fedistration

, select the patient you require.
2. Select their Online Services tab.
3. Remove the tick from Enabled to disable the following:

Global - This disables all services available to the Account. The patient is
unable to log in.

Appointments - This stops the patient being able to book appointments
online.

Repeats - This stops the patient being able to order repeat prescriptions
online.

Acutes - This stops the patient being able to order acute prescriptions
online.

Patient Messaging - This stops the patient being able to send messages
to the surgery via their online account.

Summary Data (England and Wales Only) - This stops the patient
being able to view their summary data online.

Detailed Coded Record (England and Wales Only) - This stops the
patient being able to view their detailed coded medical record online.

Pharmacy Nomination - View - This stops the patient being able to
view their nominated pharmacy.

Pharmacy Nomination - Update (England only) - This stops the
patient being able to update their Electronic Prescription Service (EPS)
nominated pharmacy.

17



If a service has been disabled, it is no longer visible when a patient logs in.
Il Registration Details
[ Incomplete Details [ Incomplete Reglinks

F'ersgnall Addrezs | Regiztration I Motes | Other | |ds= |

Familyl FFEEII Conzent  Orline Services Ereferencesl

—Account Status
Prefered Email &ddress:

TR ~ |  vcriy | Add |

Prefered 5k5 Mumber:

[No Selection =) et || Add |

| dentification

% Created £ Fegistered £ Active £ Locked Reprint Account Details

Rezet Online Account

Function | Enabled | Motes | = M iotes
Global
Appointments .
Repeat h Remove the tick to
Acute . .
Fatient b ezzaging di’mbfﬂ a service
Summary D ata
Detailed Caded Recard | LI
] Cancel Contacts Help |

4. Select OK, to save and close.

18




Online DNA Limit Exceeded - Online Appointment Access Disabled

If you have opted to block online appointments for patients with over a certain
number of Did Not Attend (DNA) appointments, when they exceed the limit the
following is displayed:

In Registration - Online Services - Appointments the tick is
automatically removed from Enabled within the Appointments tab, 'User
has exceeded the maximum number of DNAs allowed' is automatically
displayed in Notes.

£ Created £ Fegistered £ Active £ Locked Reprint Account Details

Fezet Online Account

Function | Enabled | Mates | Miotes

[Global

Appointrentz [ Idzer haz exceeded the masimum numb

Fepeat

Acute

Patient Mezzaging

Surmmary D ata —

Detailed Coded Record lI

k. Cancel Contacts Help |

The next time the patient logs into Patient Services, links to Appointments are not
displayed. The patient cannot access the Appointments module until their DNA
numbers are outside of the criteria set in Vision Online Services Appointments
Configuration, see Did Not Attends

http://www.inpshelp.co.uk/DLM560/Control Panel/index.htm#72563 for details.
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Re-Enable Online Services

To re-enable an online service:

”~

wr

1. From Registration Registration

, select the patient and select the
Online Services tab.

2. Tick Enabled for either Global, if all services have been disabled, or the
specific service that has been disabled.

3. The Online Services - Consent Type screen is displayed:

Online Services |

Services have been enabled; please provide details of the consent

Conzent Type: Werbal

" written
I otes:

received letter from patient left at receptior]

k. Cancel

4. Select as appropriate to record either:
Verbal - For spoken consent
Written - For consent given in writing

5. Enter any free text comments in Notes.

6. Select OK to save and close.

(O Note - This creates an entry in the Event Log, not the patient
record.



Re-Printing an Online Services Registration Letter
You can reprint an online services Registration Letter should your patient mislay
their original:

1. From Registration, select the patient you require.

2. Select Online Services.

3. Now, select Reprint Account Details.

Il Registration Details x|

[ Incomplete Details [ Incomplete Reglinks

F'ersgnall Address I Reqizstration | Maotes I Other I Idz |

Familyl FF'ESI Congzent  Orline Services | Ereferencesl

—Account Statuz
Frefered Email Address:

Iemal@test.com [Werified]
Frefemad S5 Number:

= ey | add |

I Mo Selection

=] ey | Add

|dentificaty

% Created " Fegistered ) Active ) Locked

Reprint Account Details |

Select Reprint
Account Details

4. You are offered the methods of reprint, tick as required from:
Open Registration Letter for Printing
Send Registration Letter content to preferred Email address

x

Pleaze zpecify the Reprint Account Details aption(z] vau require.

[~ iDpen Registration Letter for printing

[+ SendFegistration Letter content to preferred Email address

Ok, Cancel

5. Select OK to accept.
6. Print if appropriate.
7. Select OK to close.



Searching for Patients with an Online Account

You can create an ad-hoc search to identify patients with an online account. You
can also filter by registration status.

1. From the Vision front screen, select Reporting - Search and Reports

E-C:\

Search and Reports

2. Select New Ad-Hoc Search 4 to open the ad-hoc search screen:

& SEARCH: New Search - 10| x|
File Edit Maintenance Help
Search Input ol | Report Output|view =l
Group [nput; Szt Group Output;
Search Details seection: | Add Entity | Report Details £dd Entity |
eport Details |

Fatient Detailz [&ll]

— Match on all or any
Do pow wizh o include patients if a A | N | S |
ratch is found on any entity, or only if £ atch Any aun = Zave
matches are found on all zelected = hlatch &l | | |
entities. Claze Help Save Az

3. Select Add Entity above the Search Details panel to open the Select from
Group screen:
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Select From Group

Additional Patient D ata

el

Bl Conzultation

@8 Problems Cancel
Therapy

| rmrnunizations Help

Recall: and Reviews
Referalz and Requests
(G &l other Clinical Data

(G Test Data
G los Data

o Mizcellaneous Searchable Enbities

|—. VYOS Users

Select VOS Users

. VOS Users.

5. Select OK.

6. To select the criteria for your search, highlight VOS Users in Search
Details and select Selections.

& SEARCH: MNew Search
File Edit Maintenance Help

Search Input _ Repor
Group Input: a

Search Details Selections fidd Eritity |

Highlight VOS Users and
then select Selections

Search Details
e Fatient Details

7. The Criteria Select screen is displayed, select your criteria using the
following options:

Inactive - Select Inactive = Yes to find patients whose online account
has been disabled.

Input Operator - A particular user(s) can be selected if required.

VOS Registration Status - Select from Active, Created, Locked,
Registered.
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_ioix]
Full THEViEﬂ]
k. | Eancell Help |

B emoye Al |

W05 Users
Inactive

Input Operator
Is O5U
Modified

Y05 Registration Status

—%05 Users

W5 Reqistration Statuz

% Equals  © MaotEquals

Achve

Created
Locked
Registerad

Add Mew I Delete

8. Select Run to display the search results.




Printing a Standard Report
1. Select Standard Report from the Report Output drop-down list.

| =1of x|

;l Report Output|view |

Group Output;
I Count
Summary Report

_ |Detailed Repart

iy || Report Details|Standard Report
AgesSex Report

Select Summary Report

T epart Detalls Ew=port Data [.DEF File]

Ewport Data [Tah 5 ted
Fatient Details | "J:-:pnr ata [Tab Separsted]

WS Users (Al

2. Now, select Run to create the report, or if the search has previously been
run, select File - Report on Last Search which uses the previous run to
produce the report.

3. Select Print to print.

Re-entered Online Patient Email Address

If a registered online patient's email address is not recorded in the system, they are
asked to re-enter their email address when logging in to their online account.
However, be vigilant when updating from the PDS mismatch screen that you do not
unintentionally remove email addresses.

When the patient has re-entered their email address it is updated in the following
two places:

Registration Details - Online Services tab, in Confirmation Email
Address

Contacts for patient in the Address tab.
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