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1. Introduction

The Clinical Communications Gateway (CCG) is the national product in HSC for the
electronic exchange of clinical information /.e. referral letters between Primary and
Secondary Care.

You can use CCG to send and receive referrals, and you can monitor the progress of
referrals once they have arrived at the hospital.

Who is this guide for?

This guide can be used as a reference tool by anyone who uses CCG in the workplace to
create referrals or manage worklists. It can also be used as a resource by anyone
responsible for delivering training on CCG.

Areas covered
This User Guide will provide information on the following areas:

Accessing CCG

¢ Generating and Sending Messages
¢ Managing the Message Work lists
¢ Other CCG functions

Getting help

Problems and enquiries regarding CCG Accounts (i.e. password resets) should be directed
to BSO Service Desk where the service request will be passed to the appropriate team:

Contact us:

Centre House Telephone: 028 9536 2400

79 Chichester Street

Belfast Email: Supportteam@hscni.net
BT1 4JE

?? Add New Account Request Procedure
?? Add software issues contact details? i.e
eBusiness@hsnci.net
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2. Accessing CCG

Access to CCG is controlled by the use of User Names and Passwords. These are normally
issued and maintained by Business Services Organisation staff, and any queries regarding
user names and passwords should be directed there in the first instance.

This section covers:

¢ Accessing CCG

¢ Passwords & Security

¢ The CCG Homepage

¢ Changing Passwords

¢ More about password security in CCG

Accessing CCG

Practice CCG Access

You will access the CCG trough the Business Services Organisation (BSO) Family
Practitioners Services web portal. This portal is also used for access to the Dental Claims
System and HSCNI email. Only practices which have agreed to use the DCS and/or have
requested access to CCG and/or HSCNI email will be able to access the portal. There are
minimum IT specifications/ requirements to enable access to the portal and a practice
must agree to fulfil these prior to accessing the portal.

Passwords & Security

When you log onto CCG you are establishing a connection over the NHSNet, therefore you
will need a CCG user name and password for security purposes. In the first instance you
will be given these by a member of Business Services Organisation — you will be able to
change your password at any time after this.

Logging on to CCG for the first time

When you log on to CCG for the first time you will be asked to change your password for
security purposes and you may be required to add your demographic information:

Change Password for User E.Dobbin

Your password has expired. Please change your password.
The password rules set for Health and Social Care Board are as follows:
» Diferent from the last 4 password(s)
» & or more characters long
» 1 or more alphabetical characters
» 1 or more numerical characters
» Mo spaces allowed

Password l——

New Password {max:z) 1 Select the Change
o Password button.

Confirm New Password _

Change Password

Enter the required
information in line with
Password Rules.

5
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Security Questions

Pictured below is the Security Questions window which is displayed when you log on to
CCG for the first time. You are required to select three security questions and your
answers from the lists provided.

The answers you provide will be stored and used as security change questions which will
allow you to reset your password if you should forget it in future. It will no longer be
necessary for you to contact your local administrator to reset your password.

Security Questions
Ifyou atbampk to reset your forgotter password o will meed to prosada charachers from the answers bo your secunty gquestions,

o arsesrs must De bewedan 3 and 30 charactens in kngih and must onby contan dobabetic of numenks charactans (2 10 2, A T Z, 0 10 %), faoes of
snghe quokes (7,

Question 1 Flaca of rth = ——

Answer 1 ——efSlmgme

Question 2

b""n.lu'ﬁ' ‘& inacen name

o —

Answer 2 | ——efamith

Question 3 hlan'-:t of high school :I o——
Answer 3 |ty High Schoal
Cancel Save |
Enter answers in the fields Select question from Click on Cancelto go to Click on Save
below your selected questions the drop down lists the Home page — see to save your
next page answers

Message Welcome to the SCI Gateway

confirming —o| Password was successfully changed.

your personal Security questions were successfully changed.

details and

Security SCI Mews

questions 29 March 2010

have been . . . .

saved SCI Gateway will be withdrawn from service between 6pm on Fri
12th April.

Your security questions and answers have now been saved to your login account.

You can create your own security questions by typing your preferred question in the
relevant fields.

Security Question Options:

There are 10 security question options. You must select an option that is relevant to you
from the list for each of the three questions. The options are:

¢ Colour of eyes
¢ Father’s given name
¢ Favourite colour
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. Favourite country

¢ First pet’'s name

¢ Mother’s maiden name
¢ Name of first school

¢ Name of high school

¢ Place of birth

¢ Town/suburb of birth

Security Questions Answer Rules

¢ Answers must be between 3 and 30 characters

¢ Must contain only alphabetic or numeric characters, spaces or single quotes

You can bypass the security questions if you select Cancel as described on the previous

page and you will be returned to the Home page. Each time you log onto CCG the
Security Questions window will be displayed until you add them to your account.

You can change your security answers and/or questions by pointing to Security and
selecting Change Questions from the Menu Bar as pictured below:

[Home | | The Train

Audit Trail

Waiting Times ThE SCI =
Point to Security and S * | | 29 August 2001

select Change Change Password
Questions

Help Change Questions

Log Off | tEainEEE H

User Reset Password

If after a period of inactivity on CCG a user forgets their password, previously they would
have had to call their local administrator to have it reset. Users will now be able to reset
their own password at the login page if they have set their own security questions. See
relevant pages for information on how to add security questions.

Access CCG in your usual way either from the desktop icon or through your other IT
system until you have the login window displayed:
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m Please log in using your CCG user name and password
16 Februzry 2011
B C5A (IS0 2010 User NﬂmEI
Password | Logon
Instance I Live "'I See help with instances,
Click on the
link
Forgotten ® Forgotten your password?
your
password? If you have not installed the Clinical Communications Gateway Client, access
|| Disclaimer: The standard Health and Social Care Board privg

Uheer Haamee Confirmation
Yo must eter your user name befione wou Can a0oess your seouty questions to change your passwond on the Inkemal instance,
User Mame D205 Talenie)
[ J
Back Conlirm
Enter user name Click here to Confirm
ere

An email will be sent to the assigned email address for the CCG Account with a link that
will open the page shown below.

Security Questions Confirmation
Enter the folowing characters from your security questions (answers are case sensitive):

Question 1 Colour of eyes

Enter the 4th character .

Question 2 Mame of first school
Enter thi 15t character L]

Question 3 Name of high school
Enter the 3rd character .

[ ]
Back Confrm

Enter the characters from your security

Click on Confirm
answers into the relevant fields
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Change Password for User valeriejil

Please change your password,

The password rules set for Greater Glasgow and Chyde are as follows:
» Dilferent from the Bet 4 passwaord{s)

» 5 of more characters ong

» 1 or more aphabetical characterns
» 1o more numercal characters
» Mo spaces alowed

Hew Password (s 3 SRR

Confirm Hew Passwaord aEsaaEERar
[}

Enter a password in the New Password

Click on Change
and the Confirm New Password fields

Password

After clicking on Change Password you will be taken to the CCG Home page and a
message will be displayed confirming you have changed your password.

Password was successfully changed.

You can change your password at any time when you are logged in to CCG by pointing to
Security and selecting Change Password from the Menu Bar as pictured below:

17 rebruary 24
Tzt of Meves Tter
29 August 2]

SCl Gate
The Train

Point to Security and
select Change Password
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Reset Password in the Dental Practice
If a user requires a password reset, this can be done by the nominated user by selecting

Admin from the menu bar.
Last sf
m 1f this is not j

Mr BSO Test
BSO.TEST
BSO Test GP Practice
(999)

» NO new mes
» You have 4(

orthern Health and Social m
Care Trust

Referrals to [

Home |

Messages 3

Mew Message »

Password Reset

Audit Trail CCG 'HEALTH
i Please note thay
Guidance 'MDS Referral Pr
Point to Admin and select Waiting Times

Preferences

Security 3
Help
Log Off

Please note the
replaced the orig
click here for more. |

This will open the window below, where the relevant Search criteria can be filled in.
clicking on ‘Password Reset’ will open a page where the new password can be set.

sumame: [starts || J User tame: [ Starts ][990

Forename: [Starts V| Jsaws: [cal) V]

Cdearsearch |

Search |

e ——sertame | Acwe | Locked ] Password Reset

Test, BSO 999,850

Search For User

True False [Password Reset]
* Indicates HCEs to which access is denied for this user

Displaying Users 1 1o 10f 1 Items per page: Update

Page 10f 1 Gotopage:| | Ga

Mote: Where a password is set to never expire it cannot be reset here. User Maintenance allows resetting of passwords set to never expire.

Click on Password Reset

Set the new password and Save Changes to save the new temporary password

Click on Save Changes Save Changes |
User Test, BSO
User Name 999.8B50
Active |
Locked

The password rules set for Northern Health and Sodial Care Trust are as follows:
» Different from the last 4 password(s)

» & or more characters long

» 1 or more alphabetical characters

» 1 or more numerical characters

» No spaces allowed

New Password (max 32)

Enter a password in the New Password
and the Confirm New Password fields

[seavenses \

Confirm Password [se0secnse ]

Note: Resetting a password here wil unlock a locked account

After clicking on Save Changes a message will be displayed confirming you have changed
your password.

Save Changes

User successfully modified.

10



CLINCAL COMMUNICATIONS GATEWAY
USER GUIDE

The CCG Homepage

The CCG Homepage is displayed when you log on to CCG. Some of the items in the
navigation bar and links pictured may not be available, depending on how CCG is
configured for your Dental practice.

Welcome to the SCI Gateway
/] » @
e » &
i«

pPlementary(2), Advice Request(2)

Navigation
Bar — see
below

Check here

regularly for

important
information

Navigation Bar Options

[Home | Return to the CCG homepage
|Messages 4 | Allows users to access the messages worklists
|New Message  * | Allows users to make new messages — currently referrals
|4=\uc|it Trail d | Allows users to access the audit trail
| Guidance | Allows users to access local and national referral guidelines
|'-.-'-.-'aiting = | AIIo_ws users to access the HSC Waiting Times web page when
available.
Security ’ Allows users to change their password or security questions
| Help | Allows users to access CCG online help pages
| Log OFf | Logs off CCG and closes Internet Explorer window

11
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Navigation Links

Navigation links allow you to open the message worklist to display only those messages
specified in each link. In the example pictured on the previous page there are ‘17
messages in progress’ and ‘21 new messages received'.

Using the links you can choose to display all 21 new messages in the worklist or you can
choose the link to open the worklist for one message type. For example if you click on the
‘Referral(21)’ link it will open only the Advice Response worklist.

Opens all new message worklists — Referrals
You have 21 new messages and Supplementary messages. NB. you will only
see those that you are configured for

You have 1 Referral in progress | Opens the referral worklist - filtered to show
only referrals not yet sent.

Opens the all message worklist - filtered to

You have 24 messages in progress
g Prod show messages not yet sent

Referral(21) Opens the referral worklist - filtered to show
’ only referrals not yet sent

12
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Passwords In CCG

Changing Passwords

You can change your password at any time by following the steps outlined below.

Point to Security and

N H S Welcome to the SCI Gateway

click on Cha nge o » You have 31 new messages
SCOTLAND Discharge(23), Advice Resporse(g)
Password T Q;S‘;;J PR ) Vou have 17 messages in progress

Greater Glasgow and Referral(12), eGPFRResponse(1), Supplementary (2), Advice Request(2)
Cipde

—

Messages 3

Change Password

New Message  »

it Trail

Guidance

Waiting Tires

Help

Change Questions

Log Off

Change Password for User magenia

Type in your current NHS

N, e The piasseiord rules set for Greater Glasgow and Chyde are as follows:
password and then SCOTLAND  » Ciflrent from the st 4 password(s)

enter and confirm rahidiia 'eme:; kg
ottt ) 10702 aracters
your new password' C;‘ ' » Tor mive numercd ciract
Click on Change gﬁ | opade!
Password to make the | [ » =
h - New Password ] fonias
c ange ] Confirm New Password W

Watng Tnes Change Password
[  —.
| [

| Change Password |" s

Password Security

¢ Your password must be at least six characters in length

¢ Your password must have a combination of alpha and numeric characters and is
case sensitive

¢ Never write down your password or reveal it to others

¢ When keying in your password it will be displayed as a series of e®®®®® so that it
cannot be read

¢ When you change your password, the new one must not match any of the previous
four passwords used for your user name

¢

If you think someone else may know your password, you should change it as soon
as possible

13
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Password Expiry

Passwords in CCG are configured to expire after 90 days. Messages indicating the
countdown to the expiry date will be displayed when you log on from seven days prior to
that date. You should change your password during this notification period.

Locked Account

If you attempt to enter the incorrect password 3 times the CCG account will lock and you
will need an administrator to unlock your account.

Password Grace Period

If you do not change your password prior to it expiring, the system will initiate a 21-day
grace period. If you log on during this time you will be prompted to change your
password before you can proceed.

If you do not change your password prior to it expiring or during the
21-day grace period, a message will be displayed the next time you
log on informing you that your password has expired. If this happens
you can ask the Nominated user to reset your password in the first
instance. If this is not possible you can contact the Helpdesk to have
a new password issued.

14
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3. Generating & Sending Messages

CCG uses protocols (templates) to generate messages, for example Referrals and
Supplementary messages. Protocols are created and maintained by Business Services
Organisation.

When you access CCG through your Dental practice, the protocol will be pre-populated
with some of the information necessary to produce the letter/message, such as patient
demographics and Health and Care Number.

Before using CCG to generate and send messages, practices and healthcare providers
may wish to consider how the use of CCG for electronic referral interfaces with their
individual business processes to use the system to its best advantage.

At this time the only new messages sent through CCG are Referrals; therefore this guide
will use referrals to illustrate the generating and sending of messages. Additional message
options may be configured in the future and training will be provided should this occur.
This section covers:

¢ Creating a New Message

¢ Completing a Protocol

¢ Previewing & Printing the Letter

<&

Parking a Message

<&

Adding Attachments to a Message

<&

Removing Attachments from a Message

<&

Sending the Message

<&

Further Options When Sending a Referral
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Creating A New Message

The table below illustrates the steps to be undertaken when creating a new referral using

CCG.

From the CCG home
page, point to New
Message and click on
Referral

» You have 1 Supplementary in progress

Home |

Audit Trail

Guidance

Waiting Times

Click here

Security »

Help
Log Off

In the New Referral
screen, select the
destination of the referral
from the drop down lists
then select which
protocol you want to use.
Alternatively select these
options from My
Favourites — see page 3-1
for information on My
Favourites

Note: Allow a few

moments after selecting
from the drop down lists
for the screen to refresh

m New Referral
J My Favourites: (Select favourite) =
o send to: ISUUthern Health and Social Care Trust j
Messages 2
New Message }‘ |Snuthern Health and Social Care Trust Non-GP anatmns:‘Prnwderj
Audit Trail
. |Cra|ga\40n Area Hospital j
Waiting Times

Accident & Emergency i
Security » I = gency ]
Help
=337 Protocol: |MDS_Referral_Protocal |

Click on the Create
button

| Create |

N

P ——
vt Gl ssed e b s Ferociery

Ao Iy Ty Carass

A ireremie

[ fresis.
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Note: The default HSC Trust area is determined by the location of the sender through
CCG configuration, although it is possible to select a different trust area if required.

After choosing a destination and destination type (hospital/clinic) you can choose
from the list of specialties available within that location. Below that there may be
an option for choosing a clinician. This is a locally configurable option and may not
be available in your trust area. Finally, you can choose the protocol.

HCN Matching Adaptor

The HCN Matching Adaptor is a piece of software that sits between the Clinical
Communication Gateway (CCG) and the Health + Care number (HCN) generic interface.
It will receive matching requests from CCG, convert them and submit them as HCN
matching requests.

The HCN Matching Adaptor will process the CCG lookup fields for HCN or surname,
forename, date of birth and sex. Although the HCN generic interface does not use the
postcode field for matching a correct postcode should still be entered as CCG will validate
this against any matching records.

You will be presented with the ‘Patient Matching’ screen after you have pressed the
‘Create’ button to generate a referral as above. The table below illustrates the steps to be
undertaken when creating a new referral using CCG.

Enter the Patient HCN or e [

the look up field details by e
as these are mandatory e -
and press Match

Match |

Mt _Procced Without Hatch | ] ]

Note: if you are not
using a HCN and leave B Click here
out any of the mandatory
fields you will not be able
to return matching details

A message will appear on ",
screen to notify that the .
matching adaptor is = e e s
loading ' R

FIHL

Note: Allow a few
moments after selecting
Match for the matching
adaptor to find the .
correct patient details and | = = Click here
generate the referral i 1 s -

letter

17
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The referral protocol will
now open with the
patient demographics
having been matched and
extracted

(=) WHITE, SUSAN - 30-Apr-2008 - 331 392 6983 - CCG - Referral - Internet Explorer =

5 | S|

mPastMEdl(aHFamHyH\smry Medication | Risks/Alerts || Demographics || Referral

General Referral Protocol (vR13.0)

Clinical Data

Main Presenting Complaint

Main Presenting Complaint (maximum of 98 characters)

Provisional Diagnosis / [ 4
Presenting Complaint*®

Please use this area to add any further information that is relevant to this referral

Additional free-text Ea
Information

Priority Reason

Please complete Priority Reason if an Urgent priority is chosen

Priority™ Routine v |

Priority Reason™ N/A 4|

Special Needs or Ea
Requirements

Attach Preview Letter Park

Send

Note:

Where necessary you can bypass the Patient Matching screen by selecting

Procced without Match and a blank referral protocol will open.

18
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My Favourites

Users can create a list of shortcuts to destinations and services they use most frequently.
This facility is particularly useful for practices that regularly send messages to services out
with their own trust area.

When selecting the destination options for your messages you will find the Add Favourite

[ addFaveurite | pytton, This button allows you to add the destination and service
type for your message to your list of favourites.

/2 CCG - Live - Windows Internet Explorer =18 x]
@_’\ ~ J&l itps:ficeg hiscr et jmebfehoassprotorol, sspinassaction—referral E R 2|-
Fle Edt Vew Favorites Todks Help

W5 @ Elccs-uve | | 0~ B - = v | Page v i Tools v 7

m New Referral B
J My Favourites: (Select favourite) *

After selecting your Trust
Area, Destination Type

- Send to: Southern Health and Secial Care Trust - «— | and Destination, select
Messages any other required
hew Message | |Suuthem Health and Sodial Care Trust Hon-GF Locations/Frovider 7] Options and click on Add
Audit Trail .
o [ Craigaven Area Hospital =] Favourite
Waiting Times
S R |ncc\demt & Emergency j
Help
Leg OFF Protocol: | MDS_Referral_Protocal =
16 Fa

Add Favourite Back | Create |

=l
[ [ || [8 Trustedsies [* 100 - 4
#start| (v (@ [~ Inbox - Microscht Outl.. | 1] Dreft Usert6.dac [Co... | 1) 13 USER GUIDE 1.0 ... |[@ CCG - Live - Windo... 1 untited - Paint My Documents | G carch Deskion ye) ‘ [« B 289 1052

m New Referral

My Favourites: ICraiga\fUﬂ Area Hospital / Accident & Emergency [ MDS_Referral_Protocol j
14 Kilkes! Ro:
South L\
s e Trust

s Send to: ISnuthern Health and Social Care Trust j
Messages » ; r—— e — j My Favourite
New Message ,‘ |Sout ern Health and Social Care Trust Non-GP Locations/Provider
Audit Trail
- ICralqa\fom Area Hospital j
Waiting Times

. |Accident & Emergency j
Security 3
Help
Ly B Protocol: I MDS_Referral_Protocol j

16 February 2011

© CSA (1SC) 2010

You will now be able to select the destination and service from the My Favourites drop
down list anytime you create a message — this will pre-populate the relevant fields.
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My Favourites Options

e Destination — You can create a favourite where the link populates the destination
field for the hospital/clinic only. For example ‘The Ulster Hospital'.

e Specialty/service — you can create a favourite where the link populates the
specialty field with a specific specialty at the hospital destination. For example
‘Ophthalmology’ at ‘The Royal Victoria Hospital’

e Healthcare Professional/Other - You can create a favourite where the link
populates the consultant field with a specific consultant, for the specialty at the
hospital. For example Consultant’s name, General Surgery at The Ulster Hospital.

e Protocol — You can create a favourite where the link populates the protocol field
with a specific protocol for a specialty at the hospital. For example AC Upper GI,
General Surgery at The Ulster Hospital.

The list in “My Favourites” is unique to your login.
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4. Completing A Protocol

The Protocol Window

When you click on the Create button, a protocol window similar to the one pictured below
will open, allowing you to enter and review information you wish to appear on the

Active tab is
highlighted

message.

(2 CCG - Referral - Internet Explorer

[o 4T IvETe | Past Medical / Famiby History || Medication || Risks/Alerts || Demographics || Referral
General Referral Protocol (vR13.0)

Clinical Data

Main Presenting Complaint
Main Presenting Complaint (maximum of 98 characters)

Requirements

Provisional Diagnosis | | 4
Presenting Complaint™®

Please use this area to add any further information that is relevant to this referral

Additional free-text 4
Information

Priority Reason

Please complete Priority Reason if inrity is chosen

Priority™ Im— Set priority here

Priority Reason® |nya [v]

Spedal Needs or &

Click here to add an Click here to save
attachment to the data entered for
message — see page 25 completion later —
Click here to see page 24
cancel and
return to the l l
| | Cancel | Attach | Previewletter | Spelicheck | Park Send |

Click here to preview
the letter

Click here to save data
entered for completion later

Note: All protocols within the application work in a similar way. The protocol window
consists of a series of tabs that allow you to enter information you want to include

in the referral letter.

Fields marked with an asterisk and coloured pink are mandatory and must be

completed.
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Commonly Used Tabs

Although protocols can differ greatly in layout and what information is required, there are
certain commonly used tabs which will appear in most protocols.

If you have accessed CCG from a patient encounter in your primary care system, many of
the fields will be pre-populated with data from the patient’s record. Data used to pre-
populate the fields is dependent on the protocol used.

Tab Content Function

Clinical data Records the diagnosis / presenting complaint, and any
related information

Past Medical/Family History Records any relevant past medical history — you can

delete any history pre-populated from your primary care
system that is not relevant

Medication Records details of any Current Medication or Other Recent
Medication

Risks / Alerts Records details of risks and alerts for the patient, such as
allergies, intolerances, tobacco and alcohol consumption,
etc.

Demographics Records details of patient’s name, address, Health Care
Number, etc.

Referral Records details of the sending practice and the

referring/requesting Optometrists

Help Links

Help links — indicated by a Help % icon — are included for certain fields to assist in the
completion of the referral. Clicking on the icon opens a message box containing
information relevant to the field.

Add / Delete Rows
You can add a row in certain parts of the protocol by clicking on the button.

You can delete rows in certain parts of the protocol by clicking on the delete button —
this can be used to ensure irrelevant data is not included in the referral letter.
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Previewing & Printing The Letter

You can generate a preview of the letter, and print it if required, prior to completing the

protocol and sending the message. For example, you may wish to print a copy of the
referral letter to retain in the patients clinical record before sending.

In the Protocol window, click on
the Preview Letter button

| Preview Letter |

Note: If the referral has been
previously parked (see following

/2 (LG - Referral - Wi

—ioixl

ral
ocol (vR13.0)

Clinical Data

Main Presenting Complaint
Main Fresenting Complaint {maximum of 98 characters)

Provisional Diagnosis /
Presenting Complaint™

[Eustachion Tube Dysfunction

Flease use this area to add any further information that is relevant to this referral

Additional free-text

i This l2dy has suffered from Eustachion Tube Dysfunction for the lzst two years. We h;
Information ffe

e have N
exhausted all th ial treatments with little effect and 1 think it may be for surgery. Would
you plezse trezt/nvestigate.

separate window — click on the
Print button to produce a
printout

Prink

. . |
page) you will have to open it Pridity Reason
by C||Cking On the patlent name DPrlmemj‘s*e omplete Prio;oiut:n:levason if an Urgent priority is chosen
in the Referral Worklist = z
Date of Onset [ =
nvrans” -
\ i
[ canca ] Attach Preview Letter Park Send |
The letter is displayed in a ==

1

For Trust use only:
HCN: 0123456789

Date Sent: 16 Feb 2011

ANY PRACTICE

0282123854782

Craigavon Area Hospital Referral Type:

Accident & Emergency

ROUTINE

Close the Preview Letter
window by clicking on the Close
icon — you will return to the
Protocol window

%]

Hospital
Mo,

REFERRAL LETTER
IEDICAL IN CONFIDEMCE

— |
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Parking A Message

Parking a message allows you to save the information entered in the protocol; the
message is not sent to the hospital at this stage.

,C‘ CCG - Referral - Windows Internet Explorer

=101 x|

Past Medical | Family History || Medication || Risks/Alerts || Demographics || Referral

General Referral Protocol (vR13.0)

Clinical Data

Main Presenting Complaint
Main Fresenting Complaint {maximum of 98 characters)
Provisional Diagnosis /
Brasenting Complaint™ IEustachlnn Tube Dysfunction
Please use this area to add any further information that is relevant to this referral
Addtional free-text This lady has suffered from Eustachion Tube Dysfunction for the last two years. We have ;l
Information exhausted all the usual treatments with little effect and I think it may be time for surgery. Would
vou please treat/investigate.
|
Priority Reason
Please complete Priority Reason if an Urgent priority is chosen
Priority™ |R0ut\ne =
Priority Reason™ H/A hd
Dzte of Onset E|
Special Needs or =]
Requirements
& Click here to
-
Park the
referral
protocol
Cancel Attach Preview Letter Park Send

Newly parked message appears at the top of the
Worklist — see Section 4 for more information about
managing the Referral/Message Worklist

Referral Worklist (filtered items)

e TR s )

Patient

& ||| oate |
E-

30-Mar-2009 @ EBell, Qvid Iain @ Royal Alesxandra Hospital Gn
16:00 CHI: 2103636759 G | Medicine {GGC & | P
@ @ Training Medical R:Fn:rrrzl) edicine (! eneral rogress

Practice {70865)

27-Mar-2009 @ Momert, Juan @ western Infirmary/Gartnavel General @ 1In
@ 12:33 CHI: 1507476833 @ Training Medical Haematology {GGC General Referral) Progress
Practice {70265)
5 27-Mar-2009 @ Sprout, Russell [F} @ Glasgow Royal Infirmary @n
12:32 CHI: 0406296391 - " General Medicine {GGC General Progress
@ Training Medical Referral

Note: When you park a message for the first time it is given the default status for
messages that have not yet been sent — this is “In Progress.”

The Referral Worklist pictured above shows referrals for several patients.
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Adding An Attachment To A Message

You can attach a file to a message, such as a Word document or a picture, by following

the steps outlined below.

With the Protocol window
open, click on the Attach
button

| Attach |

2 CCG - Referral - Windows Internet Explorer

Clinical Data

General Referral Protocol (vR13.0)

=10l

Main Presenting Complaint
Main Fresenting Complaint (maximum of 98 characters)

Provisions| Diagnosis /

Dresanting oot [Eustachion Tube Dysfunction

Flease use this area to add any further infarmation that is relevant to this referral

Additonal free-text

This lady has suffered from Eustachion Tube
Information 3t

exhausted al the usual
i

function for the last

act and 1 think it may

In the Message
Attachments window click
on Attach Files... to add a
file from your local area
network or PC

Aktach Files.

you please
]
Priority Reason
Please complete Priority Reason if an Urgent priority is chosen
Prioricy* [Routne =]
Priority Reason™ /A =
|
]
Cancel Attach Preview Letter Park Send
B} Message Attachments -- Webpage Dialog JEA |
Message Attachments
This message has no files attached.
i Attach Files... ] Close

In the Choose File window,
navigate to the location of
the file you wish to attach
and click on the file to
highlight then click on Open

Choose file

BB

Look jn:

x| o«

cf BE-

f C5A0467
L \J Seaforth House Metwark
My Recent

IMew Gpass R6.1.1
Documents B Adche Reader &
@ FDAEMON Tooks
EDocman 7
Desktop EDer a document here

@liTunes

5, Jase Paink Shop Photo Album
ﬁJasc Faint Shop Pro &

lﬂ adrministration letter

|ﬂ Adrinistration Letterl page
.ﬂ administration letterz

lﬂ Administration Letker3 page

ty Documents

e

¥ application_Farm_mags
) CONTACTS_DIRECTORY_FOR_SL
&) Dischargez281495
&) Discharge3za149s
ﬁ exPressit Help (English)
A exPressit 5.E. 3.0
) Gateway Brachure Cantent
E GPASS Tab Organiser
ﬁ]HP Inveoice
®ksF draft
m martha jack (2}
Open Options Web Interface
= Public Halidays 08-09

CoADNMET PVCS Yersion Manager
@ ange @SCI Gateway 2.2
"’j < I >
e b -
Seafoith House File hame: ‘ ﬂ Open |
Metwork,
Files of type: ‘AII Files %] j Canael
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Click on OK to accept the G x|
next two Conﬁrmatlon Are you sure you want to securely upload the Following File to the CCG?
messages

Filz: C:\Documents and Sektingsirmeocunl 24y DocumentsiData Calleckion Method, doc
Size: 29 KB

Estimated upload time at S6kbps: 5 secs

Click on Okto
acknowledge
the messages

Tr_\e atta_chment is gﬂsplayed T —
Wlth an icon depICtIng the This message has 1 file attached:-
type of file attachment e.g. -mlmm:l
Word document @ Data Collection Method. doc Word document 2%b  14Kilkeel Road (531) 16-Feb-2011 12:36
Click on Close
Click on an icon to display the attachment.
\_
unattach I close

Note: Messages with an attachment are shown in the message Worklist by the paperclip
icon.
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Removing Attachments From A Message

You can unattach a file that you have attached to a message in error. Follow these steps:

Click on the Paperclip
oo e v | T N N
?tta(r:]hments window 13-Mow-2007 @ Bump, Beatrice @ Cr Elue
or the message ' @ 11:40 CHI: 25045807961
required @ érgyl and
Training Pr
Click here to BN 16-Cct-2007 @ Girvan, Jean @ O+ Magen!
open 16:56 CHI: 2211166881 - .
/) Message Attachments — Webpage Dialog |

The Message Message Attachments

Attachments window
is displayed. Place a

This message has 1 file attached:-

L | L Flename | Fietype lSzel  Attachedby | Attached time | Unattach |
tick in the Unattach 8] Data Collection Method.doc nrddncum b 14Klkes Road 531 16-Feb-2011 12:35 i
box and click on
Unattach

Click on an icon to display the ats

Place a tick here

|
i ch Files... | @ Unattad se

Click on Unattach || — e =
Click on OK to i A
confirm Microsoft Internet Exploren E|

Click on OK | \?() Are wou sure you wish to unattach the selected files?

T \.
[ oK | [ Cancel
2 Message Attachments — Webpage Dialog x|

The Message Message Attachments

Attachments window
confirms that the
message no longer
has an attachment.
Click on Close to
return to the worklist.

This message has no files attached.

Click on Close

£ Attach Files. ] —e Close
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Sending The Message

When a protocol has been completed and the message is ready to be sent, search for the
relevant entry in the Worklist, in this instance the Referral Worklist and follow the steps
outlined below. See Section 5 for more information about searching the Message Worklist.

From the Workist, lick on | . o I N R 7T,
the pat|ent name for the 31-Mar-2009 GTard Leigha @0 Magenta @ Western Infimary/Gartnavel General @In
. . 09:57 CHE 1410766888 @ Trsining Madical General Surgery (GGC General Progress
message you wish to send Practice {70265) RERE]
31-Mar-2009 @ Patt, Jack ©0r scarlet @ Western Infirmary/Gartnavel General @ In
/’ = 09:57 CHI BBI776080 o 0 el General Surgery (GGC General Progress
Referral)
Practice (70865}
Click here B~ 3LHar-200 @cel, David 15 @0 Scarlet @FRoyal Alexandra Hospital In
o CHI: 2103636759 ') Training Medical GEPET&‘I;\’lEdI(IHE (GGC General Progress
Referral
Practice (70865)

In the Protocol window,

H — o x|
ensure all required data has BEIH
. Past Medical / Family History || Medication | Risks/Alerts | Demographics [ Referral

been entered and click on
the Send button Clinical Data

Main Presenting Complaint

Main Fresenting Complaint (maximum of 98 characters)

Provisional Diagnosis {

prosentng Campimie [Eustachion Tube Dysfunction

Please use this area to add any further information that is relevant ta this referral

Additional free-text This lady has sufferad from Eustachion Tube Dysfunction for the st two years. We hav =

Information exhausted al the usual treatments with Ittle effect and I think it may be time rnrsurg ry. Would

you please treat/investigate
Send |
a
Priority Reason
Please complete Priority Reason if an Urgent priority is chosen
NIY Prioricy* [Rovtne =]

[ — A ~

Date of Onset ]

Specil Needs or ’ =1

Requirements

-
Attach Preview Letter park | sehd |
. . 18] x|

The Referral Options G0 - B e T4 0] .

)

window will be displayed
with the header indicating
that the message will be
accepted

Referal Options 4

vy, use the bick Button o recum to the workis, and keep the message parkee 25 "In Progress”

_wk | eww |
/

The recipient will accept this message.

Click on the Proceed button
to continue

| Proceed [

|
i e o -
Baar| . [} fen 10 [ OG- Uve - Refer.. Y wrtied Pt Py Docunents £ @l w2t un
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A final message box will be | [INE 1
. ; M ft Int t Expls g
displayed. Click on Ok to T R
confirm &re vou sure that you wankt to send the message now?

-

ﬂr/ If so please click Ok,

Cnce you hit OF no further changes may be made ko the message,

Click on Ok e
\o
l

(04 l [ Cancel

The completed referral is sent to the specified healthcare provider via CCG. When the
referral is completed you are returned to the relevant Worklist and the status indicates
that the message has been “Submitted” as shown below.

0 O S O T,
[P 31-Mar-2003 @ Tard, Leigha @0Cr. Magenta @ Western InfirmaryGartnavel General GSubmltted
10:00 CHI: 14107656388 General Surgery (GGEC General
@ Training Medical Referral)
Practice {70865)
I 31-Mar-2003 @ Patt, Jack B 0r. Scarlet 6 Western Infirmary Gartnavel General @In

If you are managing your referrals with the worklist filtered for ‘In
progress’ referrals the newly submitted referral will not be
displayed. To see the referral open the full Referral Worklist, see

Section 5

Please be aware that a referral with an “In Progress” status
has NOT been sent and will NOT have been received by the

intended hospital.

Referrals will only have been sent when both ‘Send’ and
‘Proceed’ have been clicked and the status is shown as

“Submitted”
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Validating a Message

When you click on the Send button, the application checks the protocol to ensure all
mandatory information has been included. If a mandatory field has been left blank a
hyperlink message will appear at the bottom of the protocol to alert you. You can click on
the hyperlink to take you to the specific mandatory field which has been left blank.

(= WHITE, FAY - 19-Oct-1929 - 326 433 3775 - CCG - Message - Internet Explorer - O X
Key Messages || Clinical Data || Past Medical / Family History || Medication || Risks/&lerts | Demographics
General Referral Protocol (vR132.0)
| . | |
~
Referrer
Dental Practice | BSO Dental Practice (000) V| Ref Org Name™® |EtSD Dental Practice (000)
Dentist | Betty Test(dentist) | Ref Org Address Centre House
Ref HCP Forename* |Batty Belfast
Ref HCP Surname™ | Test
*
HCP Code |UUE} Ref Org Postcode BT1 4R
Ref Org Location Code™ |oao
Referral To
Hospital Name* [Rayal School of Dentistry Specilty™ | ORAL MEDICINE
Hospital ID [11028 Protocol* | oral Medicine Protocol
Hospital Address The Royal Hospitals HCP Surname | |
274 Grosvenor Road
Belfast HCP Forename | |
BT12 6BA
Designation
Hospital Phone Mumber W
Cancel | Attach | Preview Letter Park Send
The following fields are missing or incorrect:
: Provisional Diagnosis [ Presenting Complaint Walue missing from mandatory field
Click here

Checking Mandatory Fields

After the system has checked the Registered and Referring / Requesting Dentist details as
described on the previous page, it will check for errors or omissions in any mandatory
fields.
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Priority Reason
Please complete Priority Reason if an Urgent priority is chosen (masximurm of 198 characters)

Pricrity*

Pricrity Reason |

Date of Cnset |:E|

Cancel | Attach | Preview Letter | Spelicheck | Park | Send

The following fields are missing or incorrect:

: Provisional Diagnosis / Presenting Complaint Walue rmiszing from mandatory field
: Electronic Attachment Present Walle missing from mandatory field

\ Details of missing or
incorrect mandatory
fields appear here —

click on the link to
jump directly to the

field and amend as
necessary
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Printing Messages
Bulk Printing

You can use the CCG bulk printing function to print all messages on the Message Worklist
page, or a selection of messages, by following the steps outlined below. Alternatively you
can print messages individually — see page 4-5.

Click the tick box beside each
i i —_ 3 1 01-Apr-2009 @ dones, Christine @ Training Medical @ Royal Alexandra Hospital @ HEAT: Dirsct OF
message you WISh to prlnt ® 1149 CHI: 0701773626 Practice (70865) Ear, Mose & Throak (ENT) (AC  Appointrent
: . . Generdl Referral) &
alternatlvely CIICk the tICk bOX EM 06-Apr-z003 @ Turner, Paige @ Training Medical @ Royal Alexandra Hospital @ submitted
. ° 12:23 CHI: DROL736540  Practice (70865) Gynascology (GGC General &
in the column header to Rt
. B- 01-Apr-2008 @ Smith, Conan @ Training Medical @ Royal Alexandra Hospital @ submitted
11:47 CHI: 0108016714 Practice (70365) Paediatrics (AC General
select all messages on thi ° e ®
H B~ 2z-k2008 @ conroy, Jsson @ Training Medical @ Royal Alexandra Hospital @ submitted
page Of the Workllst [y 10006 CHI: 0409442135 Practice General Medicine (AC General [E2:C
Referral)
g 22-2uk-2008 @ wilson, John @ Training Medical 1@ Royal Alexandra Hospital @ submitted
@ 09:43 CHL: 2202291148 Practice General Medicine (AC General &
Refarral)
- B- 21-Jukzo08 @ Eel, David lain @ Training Medical @ Royal Alexandra Hospital @ submitted
Click here to select all ° 1107 CHI: 2103636759 Practice General Medicine (AC General (@
. Referral)
or in the boxes to -0 03-2uk2008 @ Bel, Davidlsn @ TraningMedicsl @ Royal Alexandra Hospiksl @ submitted
H P 14137 CHI: 2103636759 Practic [l | St AC G l
select individual letters ‘ ey e (e el o
=l 03-Jul-2008 @ Smith, Daniel @ Training Medical @ royal Alexandra Hospital @ submitted
The Print Attachments box is Retenl y
. . 01-Apr-2009 @ Smith, Conan @ Training Medical @ Royal Alexandra Hospital @ submitted
t|Cked by default — remove If N 11:47 CHL: 0108016714 Practice (70865) E:?g’\?;)\cs(ACGeneral Fy
H - - 22-3ul-2008 @ conroy, Jsson @ Training Medical @Raovyal Alexandra Hospital @ subritted
requlred- Messages Wlth E 10006 CHL: 0409442135 Practice General Medicine (AC General [CEKE
Referral)
i i - 22-1l-2008 @ Wison, Jof @ Traring Medicsl @ Royal Alexandra Hospital @ subritted
attachments are indicated by | |3 =) BEETE CIET R S CEr
. . Referral)
the pa percllp ICon z- 212008 @Bl Davidlsn  @TraringMedcal @ Royal Alexancha Hospital @ Submitted
Y 11:.07 CHL: 2103636759 Practice iaeneral Medicine (AC General &
Referral)
EN 03-1ul-2008 @ Eel, David [sin @ Training Medical @ Royal Alexandra Hospital @ submitted
H H 1437 CHL: 2103636759 Practi e l 51 (AC G |
Ensure Selected is displayed ° Refara o e
in the Print Letters drop down | | & B O i P O e e T
Referral)
fleld 5N 03-1u-2008 @ Anderson, Al @ Training Medical @ Royal Alexandra Hospital @ submitted
& 12:0 (CHIL: 0705706117 Practice General Surgery (AC [c>)
Displaying message 1 ta 10 of 13 Items per page: | 10| Updat:
Page 1of2 Mext Last Go ko page: ﬂ
Print Letters  Print Attachments Print Letters  Print Attachments
et Gl
Selected ¥ || #Print Attachments
Click on the Print button to : ——
. - 03-Jul-2008 @ Anderson, Al @ Training Medical %
print all selected referrals a 17:08 CHI: OF0SPOE117  Practice
Displaying message 1 to 10 of 13
Print I\\
Mext Last Go ko page: Lo
Print Letters  Print Attachmerits
Selected ¥ || [#]Print Attachments Print |

Messages that have been printed have the Printed and Viewed flags
applied and therefore will no longer appear on the worklist unless
you clear the filter— see Section 4 for more information on flags.

When bulk printing multiple messages as described above, only
certain attachment formats will be printed automatically -
specifically .txt, .doc, .rtf, .tif, .bmp, .jpg and .gif. Other types of
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attachment can be viewed and/or printed individually for example
.pdf - see page 25.

Bulk Printing Confirmation Sheet

When printing multiple messages using the bulk print option, a Bulk Printing Results sheet
itemising the messages that you have just printed will be produced at the end of the print
run. It will also itemise number and type of attachments associated with the message.

Pictured below is an example of a confirmation sheet.

Attachments and file type
itemised here below the name
of patient

Bulk Printing Results Page 1 of 1

SCI Gateway Bulk Printing Results

Edwards, Scott, CHI: 2304667872, 28-Nov-2006, Dermatology - Training
Printed Attachments:
TIFF image : Administration Letter] page. TTF
TIFF image : administration letter.tif :

Colquhoun, Kathleen Margaret, CHI: 1002797802, 28-Nov-2006, Ear, Nose & Throat (ENT) -
Training

No attachments.
Atkinson, John, CHI: 2312543036, 28-Nov-2006, General Medicine - Training
Printed Attachments: '
Word document : JAQ bits.doc
Baillie, Anne, CHI: 1003518044, 22-Nov-2006, Ear, Nose & Threat (ENT) - Training
Printed Attachments:
TIFF image : administration letter.tif
Smith, Hugh, CHE: 2812033134, 06-Oct-2004, General Medicine - Training
No attachments.

T

This message is displayed when
there are no attachments
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Opening And Printing Individual Messages

As an alternative to bulk printing messages, it is possible to view and print individual
messages.

In the Message
Worklist click on the o |mjr] Date | patent | Rem ] To ] st )
. B- Il 01-apr-2009 @ Jones, Christine @ Training Medical @ Roval Alexandra Hospital @ HEAT: Direct OF
Patient name to open ° oo CHI: Q701773626 Practice (70565) Ear, Mose & Throat (ENTI (4C  Appointment
General Referral) &
the Ietter B~ F 06-Apr-2009 Turner, Paige 1@ Training Medical @ Royal Alexandra Hospital @ submitted
™ 8 CHI: 0601736540 Practice (70865 Gynaecalagy {GGEC General &
| Referral)
. / B- Fl D1-8pr-2009 @ Smith, Conan @ Training Medical @ Royal Alexandra Hospital @ submitted
Click here 11:47 CHI: 0108016714 Practice (70865 Paediatrics (AC General
L]
Referral)
B~ F 22-3uk-2008 @ conroy, Jason @ Training Medical @ Rroyal Alexandra Hospital @ submitted
10:06 CHI: 0409442135 Practice General Medicine (AC General
Referral)
- Fl 22-Juk-2008 @ wilsan, John @ Training Medical @ Royal Alexandra Hospital @ submitted
09:43 CHI: 2202291148 Practice General Medicine (AC General &
Referral)
) 21-k20ng @Ee), David Tain @ Traininn Medical @ rrveal alevandra Hosnital @ 5ubmitted
The letter is d |sp|ayed 2 Turner, Paige, CHI: 0601736540, 06-Apr-2009, Gynaecology - Microsoft Internet Explorer, (=113
~

in a separate window — e Change status |
click on the Print button M
use only

Clinic. Day Tirne: Hospital ‘
i Date Mo,
to produce a printout
_ REFERRAL LETTER
Transport required?
MEDICAL IN CONFIDENCE
REFERRALTO
A Gynaecology F2 — Consultant / receivi it o
Print | S6C Geners! Roferral specialty dhnic L S
Royal lexandrs Hospital — Hospital and hospital address
Hospital unit no.
[ CaLaH]
Emal address
| -
Urgency of referral ROUTINE
PATIENT DETAILS Patient's address
Surname [Turner | Grange Gardens
Forename(s) Paige Cardonald
[(GLASGOW
Title. Miss 52 4LQ
Sex Female
Date of birth [06-2an-1973 Contact number(s)
(CHI no. 0601736540 Voice: D141 882 7654
REGISTERED GP DETAILS practice address ‘
. | ey | —— L
< »
Close the Preview D, 06-4pr-2009, Gynaecology - Microsoft Internet Explorer
Letter window by
CIleIng on the Close 1ve to File Change Status |
icon — you WI” be Dy Tire Haospital
Diake Mo,

returned to the Worklist

Note: If you print a letter as described above, any attachments will not be printed.
Attachments can be printed separately — see next page.

When you open a new message, or print it individually or using bulk
printing, the ‘Viewed’ flag is set which is seen by both the sender
and receiver.

Opening a new message as shown in step 1 will not remove the
message from the New Messages worklist.

34



CLINCAL COMMUNICATIONS GATEWAY
USER GUIDE

Opening Individual Attachments

When bulk printing messages, you have the option to print attachments at the same time.
However, only some types of files will be printed using this method. You can open
individual files that have been uploaded as attachments to referrals (and subsequently
print them if required) by following the steps outlined below.

tCIIiE o the papsrc(ljlp Ilcont?]eXt - - TE;E;I-LW, "Ic‘;;ll:moléér%‘és‘m g:rr‘lai::zel\::dical Practice (70865)
0 the message 1o displa S
list of attachn%ents Py =y o1 T e @0 scarket

L% v e Al peaETsEeet @ Training Medical Practice (70865)

oo 1 I e R T TR oD
Click here ° ' ' @ Training Medical Practice (70865)

s O n 01-fpr-2009 @ Janes, Christine @0r. Magenta
o149 CHIL: 0701773626

@ Training Medical Practice (70865

>
The Message Attachments
screen Is dIS[_)Iayed - CIICk on | pate [ patent [ Fm [  To |
the relevant icon to download e e e
the ﬁle This message has 1 fie attached:-

-I-E!m

/"./ slue hils.pg IPEG mage 20 14kikeel Road (531) 10-Feb011 16148

Click on an icon to display the attachment

In the File Download dialogue  File Download &lﬂ
box, click on Open to open the —
file or Save to save the file to Do you want to open or save this file?

your computer

_'.] Mame:  adminiskration letter .k
Type: TIF Image, 41.1 KB

Click on Save From: nisga015

—o
[IEED l’ Save l| Cancel |

harri your computer. IF wau do nat trust the source, do not open or

@ While files from the Internet can be useful, zome files can potentially
zave thig file. What's the righ?

B} Message attachments - Webpage Dialog x|
To return to the Message
Worklist click on Close :
| gratient 1 Fom T
10-Feb-2011 Smith, John 14 Kikeel Road (531) Craigavon Area Hospital
16:50 HCN: 123 045 6789 Southern HEaILﬁ and Social Care Trust GP Practices Accident & Emergency
ClICk on This message has 1 fie attached:-
-I-Eﬂ!m
C/OSE' \ #  Bluehisjpg IPEG image 27kb 14 kKikeel Road (531) 10Feb-2011 16:48

Click on 31 icon to display the attachment
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5. Managing the Message Worklists

You can manage all of your messages using the message worklists. You have the option
to view all types of messages together or open individual worklists by selecting the option
required, for example Referrals.

How you access the message worklists will differ depending on whether you are a hospital
and use the CCG icon on your desktop or with an outpatient management system or if
you are a Dental practice and access within the practice.

This section covers:

<*

The Message Worklist
Sorting the Worklist
Filtering the Worklist
Statuses and Flags

<>

<>

<&

<&

Changing the Status
Flags in CCG
Flagging a Message as Filed

<&

<&

<&

Filtering on Status and Flags

<&

Searching the Message Worklist

<&

Cancelling and deleting messages
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The Message Worklist

Pictured below is an example of the Message Worklist. It provides a range of options to
help you view and manage your referrals and other messages. You can access the full
Message Worklist at any time by pointing to Messages and clicking on All on the
navigation bar on the left-hand side of the screen. This will display all message types that
you are configured for. Alternatively clicking on Referrals or any other option will open the
specific worklist required.

Search icon |u

Individual Filter icon Filter on status and flags

icon

Click here ' for Context
menu

m Referral Worklist

J [Aeceive [Send 1

(]| ou- | I e+ B
@0r, Magenta Cardiac Surgery (GGC General Referral 2010) @Redirected
@ Training Medical Practice (70855)
@rr. Magerta Royal Alexandra Hospital @redirscted

B- [ I 20-fug-2010 @Eel, Dafid lain
e ° ¥ lems CHI: 21a536759

Home B r 20-Aug-2010 @Eell, Daid Tain

Messages v @ 15:33 CHI: 2113636759 @ Training Medical Practice (70865) Ear, Nose & Throat (ENT) (GGC General Referral 2010)

NewMessage ¢ ||B- 16-Aug-2010 @Galbraith, Georgia @0r. Magenta @ audiclogy (GGC General Referral 2010) @submitted
° 11:20 CHI: 20§ 05RREET @ Training Medical Practice (70865)

#ud: Trail
B- 1 o 122010 @ARRON[KARL @0r, Magerta @ General Surgery (GGC General Referral) @ submitt=d

Guidance ° 119 CHI: 303370135 @ Training Medical Practice (70565)

Waiting Times B r 07-Jul-2010  @Faine, Jphelia @or. Magenta @ stobhill Hospical @ submittad

12:06 CHI: 032386001 @ Training Medical Practice (70865, General Medicine (GGC General

Security r||@

Help B- —  07az0i0 @alan, Ribert Qor, Magenta @Exr, Nose & Throat (ENT) (GGC General Referral) @submitted

Lot ° 12:0: CHI: 26]241601% @ Training Medical Practice (70855)

o

g B- - 07-2ul-2010  @asday, flaire @0r, Magerta @ 5tobhill Hospical @ submitted

° 12:00 CHI: 197516026 @ Training Medical Practice (70865) General Medicing (GGC General)
B- 07-1u-2010  @apporatk, Eve @0r. Magenta @Esr, Noss & Throat (ENT) (GGC General Referral) @ submitted
° i CHI: 011606001 @ Training Medical Practice (70865)

searchelibrary| (B [~ | 0622010 @ABRONKARL @or, Magenta @Ear, Nose & Throat (ENT) (GGC General Referral) @ submitted
® 122 CHI: 303370111 @ Training Medical Practice (70865}

23 August 2010 - 30-Jun-2010 @Bsll, Dayid Tain @ Training Medical Practice (70885 @ Audiology (GGC General Referral 2010 @1n Progress
]
10:35 CHI: 2113636759

ocsaqsmzone | @

®

Pige 1 of 38

Selected

Dplaying messages 1 ko 10 of 376

Print Letters  Print Attachments

Mext Last

Go ko page: Go

Print N

|| W Print attachmerjts

Ttems per page: [10 Update

Pink icon denotes
Referral

Send & Receive tabs if other
types of messages available

Printing options

Click here to refresh the
screen and view recent
changes

Note: If you have the capability to receive and send messages you will have the Send
and Receive tabs displayed at the top of the worklist. The white tab is the active
tab. On opening, the worklist is filtered to display messages for one month only.

Message Icons

Each different message type on CCG is denoted with a unique icon to make the message
type easily identifiable.

Referral
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Sorting the Worklist

By default, information in the Message Worklist is organised by date and time. However,
when you open your new message work list urgent messages are displayed higher in the
worklist than Routine messages sent earlier and are highlighted in the priority column.

You can sort the list according to your requirements by clicking on the relevant column
header — in the example pictured below.

Click on the
column header to
sort the worklist

N H S Referral Worklist
SCOTLAND Receive [Send |
Royal Alexandra Hospital
KOG T St
Greater Glasgow and
Clyde 20-Aug-2010 @Bell, David Tain 1@ Training Medical Practice (70865) @Royal Alexandra Hospital @redrected
Home 15:33 CHI: 2103836759 Ear, Mose & Throat (ENT) {GGC General Referral 2010}
FrI— ,‘ l- ] 23-Jun-2010 @Cassidy, Clive @roval Alexandra Hospital @Royal Alexandra Hospital @redirected
9 ™ @ 12:32 CHL: 3110847914 Dermatology {EGC General Referral 2010)
e e 3
SO B- [ 2-unz0i0 @el,Cavidlsn  @Training Medical Practice (70965)  @Royal Alexandra Hospital @redirected
Audit Trail ° l@ 16:29 CHI: 2103636759 Ear, Mose & Throat (ENT) {i3GC General Referral 2010)
Guidance B~ r 16-1un-2010 @ Bell, David Iain @ Training Medical Practice (70865) @ General Medicine (GGC General Referral) @cancelled
o 0 14:13 CHI: 2103636759 &
W aiting Times @
securit b B- r 14-Jun-2010 @Bel, David Tain 1@ Training Medical Practice (70865 @ General Medicine (GGEC General Referral) @ subrmitted
v ° 14:53 CHI: 2103636759
Help g~ rn 11 Jun 2010 @ Cassidy, Clive @ Training Medical Practice (70865) 1@ General Medicine (GGC General Referral) @ cancelled
Log OFF ° N CHE: 3110847914 &
B 09-Jun-2010 @Eell, David Iain @ Training Medical Practice (70865) @ General Medicine (GGC General Referral) @cancelled
@ 11:58 CHIL: 2103636759
I B~ I 18-May-2010 @Bell, David 1ain @Roval Alexandra Hospital @ Trauma and Orthopaedic Surgery (GGC General Referral) @subritted
0 *o1eme CHI: 2103635759 &
Search eLibrary 8
B- o n 0s-apr-2010 @aistack, Kirsteen @ Training Medical Practice (70865) @ General Medicine (GEC General Referral) @submitted
° © o122 CHI: 0111573602 ®
23 Sepember 2010
EA 24-Feb-2010 @B, David lain @ Training Medical Practice (70865) @FRoyal Alexandra Hospital @3submitted
@ C5A (IS0 2004 @ 13:05 CHI: 2103636759 Ear, Nose & Throat (ENT) {GGC General Referral) &

Urgent and soon messages
displayed with exclamation marks

Note: In the new messages worklist the urgent messages are displayed at the top of the

worklist, taking precedence over more recent messages. A Red Flag F donates a

Suspicion of Cancer referral. Two exclamations m denote urgent and a blank
denotes routine.
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Arranging the Worklist by Priority

Once you have printed your new messages they are removed from the New Messages
worklist and can be found by selecting a specific message worklist or the "All” worklist. The
usual order of date and time will be the default. You will have the option to filter or order
the worklist to suit your needs.

Click on the nn -
icon to Filter/Order Order l:'-"' priciity... Lilly, Mac @14
then selets aption o e
) ; Filter by pnionty:
required v r L & Es, Loretta @so.
Fed Flag I 012 345 6987 14
IIrgent
B . Jtock, Shane @so
° Fiauliinz I 012 345 6789 14
B T Clearfiter. GINS, LORETTA @ Sou
Y = =t 402 925 Fon? 14

Order by priority
This option will reorder the worklist to show urgent and soon priority messages at the top.

Filter by priority

This option allows you to filter the worklist to show only Red Flag, Urgent or Routine
messages depending on the option selected.

Clear Filters

This option allows you to clear any priority filter you have applied and display the full
worklist.

Filtering the Worklist

You can click on any of the Filter @ icons to show only those messages containing the
filtered item. For example, filtering on the Optometrist Name will only show messages for
that Optometrist — the Filter icon will turn red @ to show the filter has been applied.

41 I N T
01-Dec-2006 @ Edwards, Margaret @ Cr B vellow @ Ear, Nose & Throat (ENT) (Superset 12) @ In Progress
The list has ’ 16:28 CHli 1405357902 @ TRAINING PRACTICE
been filtered by - 12-Sep-2006 (@ Begum, Savita @ 0r B Yelow @ ayrshire Central Hospital @ In Progress
Dentist Name > 1342 CHI: 1908827807 @ TRAINING PRACTICE Paediatrics (General Referral)
- 07-5ep-2006 @ allan, Roge B v B Yellow @ Inverclyde Royal Hospical @ In Progress
13:36 CHL: 2612513035 © TRAINING PRACTICE General Medicine (General Referral)

Note: You can have more than one filter applied at the same time. For example, if your
Referral Worklist has been filtered to show only referrals for a selected Dentist you can
further filter the list to only show In Progress referrals.
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Removing Filters

You can remove individual filters that you have applied by clicking on the red Filter icon —
other filters will be unaffected.

m Referral Worklist (filtered items)
} Receive Send 1
e e e T —r B
zm Aug 2010 @Bel, David Tain Dr. Magenta Royal Alexandra Hospital Redirecte
@sel, David [ @Royal lexand ] Grediected
. CHI: ZI03R36759 @Training Medical Practice (F0865) Ear, hose & Thraat (ENT) (GGC General Referral 2010)
- 22-Jun-2010 Bell, David Tain Royal Alexandra Hospital Redirecte
Lo r @Eel, David @or. Red @Royal Alescand ] @Redrected
Messages v|@ 0 18:23 CHI 2103636759 @Training Medical Practice (70365) Ear, Nose & Throat (ENT) (GGC Generdl Referra 2010)
NewMessage | |E 24 Fah 2010 @B, David Iain @0r. Magents @Royal Alexandra Hospial @5ubmitted
- e 13:0 CHI 2103636759 GTramlr\g Medical Practice (70865) Ear, N & Throat (ENT) (GGC General Referral) &®
Audit Trail
Guidance
Waiting Times
Security 3
Helr
o The list has been Click on the |cons to
Log O 9 -
filtered by Patient remove individual filters
—— name and by specialty
search eLibrary
23 August 2010
© CSA (150) 2004
Displaying messages 1 to 3 of & Ttems per page: |10 Update
Page 1 of 1 Go to page: Go
Print Letters  Print Attachments
Print Clear Eilters
Selected * || ™ print Attachments
Click here to remove all
filters hat have been
applied to the worklist

Note: To remove all filters, click on the Clear Filters button as illustrated above. This
option will also remove priority and status and flags filters.

Care should be taken when filtering on Dentist Name. The name may
differ depending on whether it has been typed into the protocol or
pre-populated from a primary care system or the ISD reference file,
and only those referrals which exactly match the spelling and format
of the Dentist Name on which you have applied the filter will be
returned.
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Statuses And Flags

Statuses and Flags allow users to monitor the progress of messages accurately, both
within the practice and hospital.

@ General Surgery (GGC General Referral) @HEAT: Direct OP Appointment
130)
[Clyde GP Practices @ Greater Glasgow and Clyde Mon-GP Locations /Providers @In Progress
30) Trauma and Orthopaedic Surgery (Supplementary)
@ Cardiology - Hypertension (GGC General Referral) @ 5ubmitted \ . .
t30) =3 Status is displayed
@ Greater Glasgow and Clyde Mon-GP Locations/Providers @ 5ubmitted here. Flags that have
Clyde GP Practices Dermatology (Supplementary) =1 been apphed are
indicated by the icons
@ Greater Glasgow and Clyde Mon-GP Locations/Providers @1In Progress Y
(Clyde GP Practices General Medidne (Supplementary) — see page 44
130)
[Clyde GP Practices @ Greater Glasgow and Clyde Mon-GP Locations /Providers @ 5ubmitted
30) General Medidne {Advice Request) &
130) @ Glasgow Royal Infirmary @ cancelled
Dermatology (GGC General Referral)
@Royal Infirmary of Edinburgh at Litte France @ cancelled
30) General Medicine (L Basic SIGMN Referral)
@ Greater Glasgow and Clyde Mon-GP Locations/Providers @ 5ubmitted
[Clyde GP Practices Ear, Mose & Throat (ENT) (Supplementary)
130)
@ Greater Glasgow and Clyde Mon-GP Locations/Providers @submitted
[Clyde GP Practices General Surgery (Supplementary)
30)
Statuses

Statuses are automatically applied to messages, depending on what stage they are at in
the process. For example if a referral is parked before being sent, it will have the default
In Progress status applied. When it is sent, it will have the default Submitted status
applied.

Redirected Referrals

Once a referral has been received and vetted by a clinician, there may be occasions when
the most appropriate course of action is to redirect the referral to another specialty
and/or location.

When a referral is redirected on CCG to another specialty or location
within the user’s permission range the associated details displayed
in the worklist will change. The date and time will be changed to
reflect when the redirection took place (i.e. when the referral was
re-sent through CCG). The location and/or specialty will be replaced
with the new details and the Status will indicate that the referral has
been redirected.
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If the referral is redirected to an area outwith the user’s permission range the referral will
disappear from the hospital worklist. Pictured below is an example of a redirected
referral.

Referral worklist
8 1 T ) [ [T

01-Apr-2009 @ Bell, David Tain @ Dr. Scarlet @ southern General Hospital @ redirected
‘ 12:22 CHI: 2103636759 @ Trairing Medical General Medicine (GEC General (]

Referral) o
Practice (70865) )

— o M oAreenng T Temecs hrickine -~ . , B oaoal Al arddr 2 Heemikal [ - T I |

Location and/or Status of the
specialty of referral referral will
will change change

Note: It is not possible for a practice to redirect a referral. Please check the relevant
section in this guidance for more information on how to redirect referrals.

Flags

Flags are designed to show what actions have been carried out against a message, either
within the practice or by the hospital once the message has been submitted. Flags are
usually applied automatically, for example” Viewed” <® when the hospital opens or

“Printed” £ when the hospital prints a referral.

You can apply a flag of “Filed” if you want to record the fact that a copy of the
message has been kept. See page 5-10 for more information about the use of flags in
CCG.
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Changing The Status Of A Message

You can change the status of a message by following the steps outlined below. For
example, you may wish to assign a different status for a referral.

Click on the Context (& mlc] oae | petenc | mom ]

menu ' neXt to the s B- 74-Nov-7009 @Tick. Fr%%756664 - @General Surgery (GGC
message YOU WISh tO vid Iain - @clasgow Royal Infrma
Cha nge the status of Fave nFie 03636759 Trauma and Orthopae
and select Set statu Concal el o T etane e
elete Referral..
and flags... E=— Re—
p — n, Paul - @Glasgow Royal Infirma
Attach to new Referral... A General Surgery - Colof
Click here... Redirect Referal...
Wiew Audit Trail
Then click
here
Select the status you /2 Change Status - Windows I o ] 4|
wish to assign to the Set status and flags:

Click here and
select the
status required

message from the
Status drop down list status: [In Progress 7]

|Passed by GP

™ Filed
Click here to set _|
Set

The screen will refresh | | N =N

and the message will

@ cCraigavon Area Hospital @Passed by GP
be d|sp|ayed in the Accident & Emergency (MDS_Referral_Protocol)
Message WOFk'ISt Wlth GCraiga‘.-'Dn Area Hosgital @n P-ogfess
the new status Accident & Emergency (MDS_Referral_Protocol)

New status is
shown here

Note: Changing the status of a message is only possible if CCG has been configured to
allow this by the local health board area.

Once the message has been sent the status may be updated automatically
depending on what the receiver does with it. Any changes to a status will
automatically update the status in both the receiver’s and the sender’s Message
Worklist.
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Flags In CCG

Name Icon Icon— | How is it set? What can it be used
not set for?
Set automatically If you want to ensure
- all messages have been
when printing a copy rinted for checking or
Printed % & of the.njessage. Itis IE)iIing you can fiIterg the
only visible to the f
. L worklist to show
location at which it
. messages that have not
was printed )
been printed
If you use this flag to
note that a copy of the
Set manually by message has been filed,
. clicking on "Set status | you can filter the
Filed E , ¢
and flags..." (see worklist to show those
page 5-13) referrals that have yet
to be filed.
You can filter the
Set automatically Message Worklist to
) show messages that
when a location have been submitted
Viewed D (> | views, prints or .
but not Viewed by the
changes the status of ving | : q
a received message receiving ocz_atlon an
take appropriate action
if necessary
If you use more than
one status for In
Progress messages to
Set automatically manage the workflow of
Sent Noicon | Noicon | when a message is messages, you can use
submitted the Sent flag to filter
the worklist to show all
messages not yet
submitted

Note: You can use any of the flags described above to filter the message worklist.

The not set icons will only be displayed in the worklist when you open your new
message worklist or when you apply the ‘Not Set’ options when filtering on status

and flags on the Status column.
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Flagging a Message as Filed

The only flag a location can manually apply themselves is “Filed” . For example
you may want to use this flag to record the fact that you have included a copy of the
message in the patient’s notes.

Click on the Context Patient
Menu B~ next to the "~ fran - I
. 808756664
message you wish to _ — - |
attach a flag of Filed t [ SeveloFie b 103536759
and select Set status Cancel Referal... Carrie -
and ﬂags Delete Referral... TR
lan, Tom L
us and flags... FB 12033134
Click here... an, Paul - - [
Atach to new Referal... 0512033134
Redirect Referral...
Then Wiew Audit Trail
click here

Enter a tick in the Filed <} Set status and flags - Microsoft ... E”§|g|

tick box and then click Set status and flage: Click here and then
on Set click on Set
Status: | Outstanding b4
[“IFiled @
Set -
The screen will refresh To Status F
and the message W|I| @ General Surgery (GGC General Referral) @HEAT: Direct OP Appoinh'ﬂent
B
be dISplayed In the @Glasgow Royal Infirmary @ submitted
. . d Orthopaedic Surgery {(GGC General Referral) &
Referral Worklist with Treumasn
elerra Y st t @Glasgow Royal Infirmary @ submitted
General Medicine (GGC General Referral
the new flag IMedcine ( I Referral)
@Glasgow Royal Infirmary @ submitte
General Surgery - Colorectal (G Colorectal Protocol) New flag is
@al Royal Infi @submitted
G::g:)aulvsut:;:wn_g:%ém‘ (G Colorectal Protocol) Lo shown here

Note: If required, you can repeat the above process un-checking the tick box to remove
the Filed flag from a message.

45



CLINCAL COMMUNICATIONS GATEWAY
USER GUIDE

Filtering The Message Worklist On Status And Flags

As well as filtering directly by clicking on the icons, you can filter the Message Worklist

using a combination of Statuses and Flags.

Click on the Filter G
icon in the Status column
header

@ Training Medical
Practice (70365)

@ Training Medical
Practice (FO365)

@ Training Medical

1 I IR NI

1@ Royal slexandra Hospital
Ear, Mose & Throat (ENT)
(aC General Referral)

@ Roval Alexandra Hospital
Paediatrics (AC General

Referral)

@ Royal slexandra Hospital

@ HEAT: Direct OP
Appointrment

@ submitted

@ submitted
s

In the Filter on Status
and Flags window, select
the Status you wish to
filter on from the drop

Status:
(All)
Hide Cand Cancelle

Select which flags you -
wish to include and which
you wish to exclude. In
the example given, only
referrals that have been
printed but have not yet
had an appointment
booked will be returned.

Status:

Hide Cancelled []

Printed
Filed

Viewed

Note: The Hide

Cancelled tick box can be
used to exclude Referrals
with a status of Cancelled

Sent
Reply Created

Clear

d

Submitted v

Submitted v

Set
O

Appointment Booked [

0O
0O
O

{2 https:/fnisg9004/ - Filter on st... [2][E1/[5]
Choose filter criteria:

Click here and
select the

dOWI’l |ISt In ProEress
J=t Nok Set
Note: The Status drop P g g
down list will only show Appontment Booked [] [J
statuses that appear in Viewed O O
the Message Worklist Sent O o
Reply Created [

Choose filter criteria:

=
=]
Q

Set

required status

Select the flags

OoooROd

you wish to include
and/or exclude

The red icon in the Status
column header shows
that the Referral Worklist
has been filtered on
Status and Flags.

G Magenta

(70065)

@ Training Medical Practice

To Status
TR I T

@ Royal Alexandra Hospital
Paediatrics (AC General

Referral)

@ submitted

ot Filed (filker an)

The icons underneath the
status show which flags
are Set and which are

Not set filed

Icons show list is filtered
to indicate referrals that
have been printed but not

Hover the mouse pointer over an
icon to see if the list is filtered on
the associated flag — the cross
through the Filed icon shows that
this flag is NOT set
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Searching The Message Worklist

CCG has a search function that allows you to search the Message Worklist by patient
name, date range, CHI number and UCPN.

In the Message
Worklist, click on the
Search icon

a/

05ov-2009 @ Bel, Belinda

14:40 CHI: 1601575700

In the search area,
enter a date range
and/or patient details

Note: The default
date range is all dates
up to today’s date —
you can change the
From and/or To date by
clicking on the calendar
icon &

Message Worklist

Search For Messages

From: 1-Oct-2008 T8 Patient surname contains: | bell

To:  25-Now-2009 E Patient forename contains: | d

CHI number begins:

UICPM begins:

Clear search | Search |
Receive Send |
nn. : Enter search
T oowe | et ]

criteria here

Click on the Search
button to begin
searching the worklist

| Search I‘

Search For Messages

From: 1-Oct-2008 [ 7] bell

Patient surname contains:

To:  25-Mov-2009 E' Patient forename contains: | d

CHI number begins:
ins:

Clear search Search

Search results are
displayed — to return to
the full worklist, click
on the Clear Search
button

H

Clear Search

Message Worklist (search results)

Search For Messages
From: 1-Oct-2008 [[8]
To:  25-Nov-2003 75

CHI number begins:

UCPN begins:

Cearsearch | Search |
Receive [Send 1
7] oote | et | e ] |

a- B-N -2009 @Bell, David Iain -
+ CH] 2103636753
[EN usw -2009 @Bell, David Tai -
o CHI: 21D3636759
2N os-N 2009 @Bell, Belinda '
™Y CHI: 1601676700
B O nyv -2009 @Bell, David Iai .
a CHI: 21D3636759 - -

Note: When you click on Search the system will search the entire Message Worklist. If
you have filtered the Message Worklist prior to starting the search, then the
search results will also have the filters applied — click on the Clear Filters button to

see all search results.

47




CLINCAL COMMUNICATIONS GATEWAY

USER GUIDE

Using The Restricted Search Function

When you open a message worklist which shows old as well as new messages, the search
function is displayed by default. In the home page point to Messages and then click on

the option required:

The worklist is displayed showing messages for one month previous to the current date
with the date range set in the search facility. To search for a patient, key in the patient’s

name and/or CHI and click on Search.

To search for a patient outside of the set date range click on the calendar icons and reset

the date:

Search For Referrals
From: 9-Oct-2009 [T8]

To:  9-lov-2009 75

& [m] ] oxe |

05-Nov-2009 @Bel, David Tain @75 BANK STREET
14:50 CHI:

Om M M @M M €M @m
O

Patient surname contains:
Patient forename contains:
CHI number begins:

UCPN begins:

Clearsearch | Search

: (85230)
2103636759

05-Nov-2009 @Bel, Belinda @0r Johnson

14:40 CHI: @75 BaNK STREET
1601676700 (85230)

[ 1l 04Nov-2009 @yna, A @0r. Khalid Hassan

Y o3 CHI: @75 BANK STREET
1902256028 (85230)

02-ov-2008 @Eell, David Isin  @Dr. Moira Fabling
15:28 CHI:

@75 BANK STREET
2103636759 (85230)

[ 1l 02-Nov-2008 @0over, Donald  @Dr. Khalid Hassan
o1

CHI: @75 BANK STREET
0306756056 (85230)

0O 024Nov-2009 @Dout, Carrie @D, Khalid Hassan
15:19 CHI:

@75 BANK STREET
0511457804 (85230)

[]  02Nov-2008 @Carrs, Nick @0r. Janics Bell
15:17 B

@75 BANK STREET
0201954613 (85230)

@Glasgow Royal Infirmary
Dermatology (GGC General Referral)

@Rovyal Infirmary of Edinburgh at Little France

General Medidne (L Basic SIGN Referral)

@Glasgow Royal Infirmary
General Medicine (GGC General Referral)

@Glasgow Royal Infirmary

Trauma and Orthopaedic Surgery (GGC General

Referral)

@ Western Infirmary/Gartnavel General
General Surgery (GGC General Referral)

@ Glasgow Royal Infirmary
General Medicine (GGC General Referral)

@ Western Infirmary/Gar tnavel General

Ear, Nose & Throat (ENT) (GGC General Referral)

Referral Workiist (search results)

@ Cancelled
@ cCancelled
@ submitted
@ submitted
®
@submitted
@submitted

@submitted

Click here to open
the calendar

Once you have selected an appropriate date range click on Search to display the results.

From: 9-Oct-2009 2]

Patient surname contains:

—S
To:  9-ov-2009 T8 )| 2009 &4

Su

Ho

Tu

¥e

Th

Fr

Sa

27

28

29

30

1

2

3

First select Month &
Year and then the day

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

31

2

3

4

5

[

7

OG-
B~

05Nc  Today:

Hou 9, 20089
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Cancelling And Deleting Messages

From time to time you may find it necessary to cancel or delete a message from the
worklist. Follow the steps below to cancel or delete a message — in this example a
referral.

Click on the Context Menu E~ | [ENCEESNINEDN Fom ©
M n5New-7000 MRS Navid [ain @75 BANK STREET (85230) BG\asguwlRuva(llnﬁrmarv T
d I C I f I Email Glasgow Royal Infimary, 103636759 Dermatology (GGC General Referral
and se eCt ance Re erral... Dematology linda gDrluhnsun o520 Gnuya\[Inﬁm;aryuf(LEdmhurghatutFﬁ;eFrDan[e
01676700 175 BANK STREET (85230 G M B SIGN R
or Delete Referral... as ltachmerts o e et ! mes e
; - P e el e henea R
reqUIred (see beIOW) g Delete Refenal wid Lain gDr.MwaFablmg( ) GG\asguwRudval'l}rvvﬁrmE‘;Y q
. h - ” 103636759 75 BANK STREET (85230 Trauma and Orthopaediic Surgery (SGC Gene:
NOte' T e menu Optlon WI Set status and flags... Donald @0r. Khalid Hassan @Western Infirmary/Gartnavel General
d h t 306756056 @75 BANK STREET (85230) General Surgery (GGC General Referral)
enOtet e message Ype View Audit Trail arrie @o0r. khalid Hassan @0clasgow Royal Infirmary
. I ° 1519 CHI: 0511457804 @75 BANK STREET (85230) General Medicine (GGC General Referral)
seIeCted In thls InStance B- O 02-Nov-2008 @ Carrs, Nick @0r. Janice Bel @Western Infirmary/Gartnavel General
oferra i 15:17 CHI: 0201954613 75 BANK STREET (85230) Ear, Nose & Throat (ENT) (GGC General Refe
referral

Delete Referral...

Click OK to continue or
Cancel to abandon cancelling
or deleting the referral

Microsoft Internet Explorer

g{) Are wou sure you wank ko cancel this referral?

Click here to o Lo J[ cance

continue
If the message was cancelled, ——— c (==
it will remain on the worklist So T T T oo oo Cava e o=
Wlth a status of Cance”ed, If @eel, Belinda @0r Johnson @royal Infirmary of Edinburgh at Litte France ancelled
. . R (1:201:1676700 GER;SEZ';E;( STREET General Medidine (L Basic SIGN Referral)
It Wwas deleted’ It WI” no @yna, Ann @0r. khalid Hassan 1@ Glasgow Royal Infirmary @ submitted
|0nger be on the Worklist and %I‘ - Gzﬁgﬁwm General Medicine (GGC General Referral)

cannot be retrieved

Cancelled referral
displayed here

Cancel

This option changes the status of the message to Cancelled. The message will remain on
the worklist and can be accessed at any time.

Delete

This option ends the message and removes it from the worklist. You cannot access a
deleted message, although details of all activity relating to it can still be viewed in the
Audit Trail

Once a message has been submitted only the receiver can cancel or delete. All
messages can be cancelled or deleted by the creator prior to being submitted.
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Other Message Options

When you click on the Context Menu S a number of message options is offered to help
you manage your messages.

Email
This option is not applicable at this time.

Upload Attachment

You can attach files to a message by clicking on the Context Menu B~ and selecting
Attachments... from the menu. You will then have to navigate to the required file.

Set status and flags

You can change the status of a message, or attach a flag of Filed to a message, by
clicking on the Context Menu E~ and selecting Set status and flags... from the menu.
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6. Other CCG Functions

CCG provides access to some other functions which you may find useful when using the
application.

This section covers:
. The Audit Trail

¢ On-Line Help File
¢ Archiving



CLINCAL COMMUNICATIONS GATEWAY
USER GUIDE

The Audit Trail

The Audit Trail allows users to view historical information regarding messages sent
through CCG and uses similar search options to those available when using the search
function in the message worklists.

Welcome to the SCI Gateway
J » Youhave 31 new messages
H= Care

Discharge(23), Advice Response(8)
» Youhave 17 messages in progress

Greats

e Referral(12), eGPFRResponse(l), Supplementary(2), Advice Request(Z)
Clyde

d
—

Messages »

HewMessage  *

Guidane

Audit Trail Search
Waiting :I\mes
Security 3

el Click on Audit
Lon off Trail to open

Search eLibrary

19 August 2010
®CS5A (15D) 2004

The Audit Trail search function is displayed with a default date range of one month as you
would see in a worklist.

Select Message type Default date range is one
and/or Event Type month from current date -
from the drop down change as required

lists

Search the audit trail :- Surname: Fram Date: 20-1ul-2010 | ToDate:  [19-Aug-2010  [F
Message Type: |-- All Messages — = Forename: From HCE: [ QHCE...
Event Typs: |-~ All Evertts - | CHI Mumber: ToHCE: [ HCE.. |
\d
User Name: UCE Clear Search Search Audit |
Enter details into Search Click on the HCE... buttons to open the

fields as required HCE Directory and select a

location/specialty/clinician if required
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Pictured below is the HCE Directory window which is displayed when you click on the
HCE... button as described on the previous page.

£ Health Care Entity Directory -- Webpage Dialog

Health Care Entity Directory

To select an HCE, put a tick in the chedk box beside it
Once you have chedked all required HCEs, hit Select.

Click on the = #-[] GGC Weight Management Service ~
. -[[] Glasgow Dental Hospital and School
plus sign to @ [ Glhsgow Royal Infirmary
expand an HCE &[] Accident & Emergency
-] Anaesthetics
-] Audiology

-[] Cardiac Surgery

[ Cardiology

=[] Cardiology - Hypertension

-] Chiropodists/Podiatrists

-] Dermatology

-] Ear, Mose & Throat (ENT)

---D Ear, Mose and Throat - Nasal Allergy
---D Ear, Mose and Throat - Otology
- [] Ear, Nose and Throat - Vertigo

Click on the box #-[] Endocrinology - Nutrition
to select an HCE - [] Endocrinology & Diabetes
+--[] Gastroenterology

[v] General Medidne

[[] General Medicine - Cerebrovascular
+-[] General Medidne - Thyroid

-] General Medicine - TIA / Fast Track
---|:| General Surgery

Click Select when you -] General Suraerv - Breast X
have selected your
option from the HCE ®  Select Cancel | [[]Show Inactive *
. T
Directory Shows ]}-mcti\.re could take a while.

https:f,fniséQDD‘HR12_3_5,|’Admin,l’hceTree.aspx  Trusted sites % 55|

1

1

1

1

[ ]
Search the audit trail :- Surname: From Date: 20-1ul-2010 | To Date: |19—Aug—2n1n ]
Message Type: | All Messages - 'I Farename: From HCE: [ HCE...
Event Type: | All Events — j CHI Mumber: Ta HCE: | HCE...
User Name: I UCPN: Clear Search Search Audit ‘

Click on Search Audit after
selecting the criteria required

When searching on the From HCE... and To HCE...you can only have one HCE in each of
the HCE... fields. For example you can search for Referrals sent from one Dental practice
to one Specialty at a hospital.

If you select a hospital name you may not get any results returned and the message
pictured below would be displayed. Messages are generally sent directly to Specialties or
Consultants on CCG rather than the actual hospital.

Your search returned no results.
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Pictured below is the result of the search carried out in the example on the previous
page:

t Trail
Search the audit trail :- Surname: From Date! 19-Jun-2010 E| To Date: 19-Jul-2010 El
Message Type: IReﬁ;rraI hd Forename: From HCE: I HCE...

Event Type: - All Events - = CHI Mumber: To HCE: |Glasgow Royal Infirmary (General Medicine) HCE...

User Narne: I UICPH; Clear Search | Search Audit ‘

ﬁj‘;n'w Status changed HEAT: Straight to Procedure genrec Eﬂ‘f: 251335,1:1259 Training Medical Practice {70865) General Medicine fé:i;n-ltl
ﬂ;é‘sn'w Status changed Submitted m:gzgi:l Maggie Eﬂ‘f: 251335,1:1259 Training Medical Practice (F0885) General Medicine fé:i;n-ltl
e Submitted mggzgig r— Eﬂ‘f g%'g;;gsg Training Medical Practice (70885} General Medicine 2t
EliTel Status changed Submitted mggzgig r— Eﬂ‘f g%'g;;gsg Training Medical Practice (70885} General Medicine Zld
e Submitted mggzgig r— Eﬂ‘f g%'g;;gsg Training Medical Practice (70885} General Medicine 2t
EliTel Status changed In Progress mggzgig r— Eﬂ‘f g%'g;;gsg Training Medical Practice (70885} General Medicine Zld
e Crested mggzgig r— Eﬂ‘f g%'g;;gsg Training Medical Practice (70885} General Medicine 2t
el Tel Status changed In Progress mggzgig r— Eﬂ‘f g%'g;;gsg Training Medical Practice (70885} General Medicine £l
e Crested mggzgtg r— Eﬂ‘f g%'g;;gsg Training Medical Practice (70885} General Medicine 2ty
33‘;”'1” Flag set Frinted by recipient genrecs 2';“3%53”0”6;2”6'70'11 . Training Medical Practice (70865) General Medicine E'?::'gr'w
e Flag set Yiewed (by recipient) genrecs 2';“3?653”0”6:232”6'70"1 . Training Medical Practice (70885} General Medicine T4 M-t

User name, surname and
forename displayed here

=
Displaying Audit Events 1 ko 11 of 1 Ikems per page: |2E| Update
Page 1 Tl \ f
Number of Number of Number of Click here to refresh
pages of events that items per page the screen after
results occurred — default 20 making changes

In order to improve management and identification on CCG, users will have additional
demographic information recorded against their user account. This allows the Audit Trail
to display more information.
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When a search is run on the Audit Trail, the results will display the first name and
surname as well as the user name of the relevant users.

If you have more than one page of search results the bottom of the audit screen will look
as below:

07-Jul-10 magenta Asday, Claire Stobhill Hospital 07-Jul-100

12:00 Created Magenta, Maggie CHI: 1907516026 Training Medical Practice (70365) {(General Medicing) 12:00

nz.witn mamanks Armorsba Fua R TRT =l
Displaying Audit Events 1 to 20 of 109 Ikems per page: 20 Update

Page 1af & Next  Last Goto Page: T /. Go

Enter the page
number required
and click on Go

Note: The Results are displayed in date and time order like the worklist.

The update button can be used if you change the number of items per page or
make a change to the search criteria.

Clicking on the magnifying glass n icon will close the search criteria window
but the results of your search will remain displayed on the page.

Clicking on the Clear Search button will clear all search criteria and the results
from your search but leave the window open.

To search on a date range of one specific day the From and To dates should have
the same date.
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Audit Trail Search Criteria

Message Type
Allows you to search by message type, for example Referral, Advice Request etc.

Event Type

Allows you to search by different actions that have taken place when creating, sending
and managing a message.

Attached to message

A submitted message was attached to a new message

using the ‘Attach to new’ option. The audit record is for
the original submitted message e.g. an original referral
was attached to a new tertiary referral

Created

A message was created

File attached

A file was attached to a message

File Unattached

A file was unattached from a message

Flag set

A flag was set on a message e.qg. Filed icon

Flag unset

A flag was unset from a message e.g. Filed icon

Message attached

A submitted message was attached to a new message
using the ‘Attach to new’ option. The audit record is for
the new message e.g. an original referral was attached
to new tertiary referral

Message attachment
attached

A submitted message that had an attachment was
attached to a new message using the ‘Attach to new’
option e.g. a referral with an attachment was attached
to a new tertiary referral. If the original referral has
more than one attachment there will be an audit record
for each attachment

Redirected

A message was redirected to another healthcare
provider

Status change

The status of a message was changed

Submitted

A message was submitted
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User Name
Allows you to search for actions carried out by a specific user.

UCPN
Allows you to search by the UCPN - the patient’s referral Unique Care Pathway Number.

Health Care Number
Allows you to search by the patient’s Health Care Number.

Forename
Allows you to search by the patient’s first name.

Surname
Allows you to search by the patient’s last name.

From Date - To Date

Allows you to search through a date range. If you choose All Messages the date range is
restricted to one day. The following message will be displayed if you attempt a search on
a longer date range.

The maximum date range for this search is 1 day. Please refine your search or set the date range within this
boundary.

From HCE... to HCE...

Allows you to search for the location or clinician that sent or received a message. Clicking
on the button will display the HCE director
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