EMIS User guide for GP practices to set up a New Proxy User

1) Have an up to date resident list/report available

2) Scan and save all staff and resident authorisation forms before starting set up

3) Access the registration screen in EMIS

4) Select the required patient

5) On the registration screen, click the Online Services Tab within the patients record in the
registration screen.

6) Click Add online user

7) Click Add proxy user

8) On the user trace screen, complete the marked * fields and click Find

Onling user trace x
Select an existing online user.
Trace diteria |
* Family name * Given name * Gender - Eind
Date of birth | Frter 2 date @ Postcode Account ID
Online user (0) | Local patients (0)
MName / Address Account ID Sex Date of birth  Account Status

If the proxy user is aregistered patient at the practice a new account must be created for
them without an NHS Number so that the patient’s information is not linked to their
personal account, this only needs to be done once.

9) Click Create a new account

Online user trace

Select an existing online use

Trace criteria

= Given name  mickey * Gender [M m

= Family name mguse

Date of birth | Epter 2 date Postcode Account ID
Online user (1) | Local patients (0} |
Mame / Address Account ID Sex Date of birth  Account Status
MOUSE, Mickey (Mr) 67320004518 Male 01-Jan-1943 Active
50 Mew Street, Great Dunmow, Dunmow. CM& 1BH
0 If you don't see the online user you're locking for, you can  create a new account  for them.




i, Status History 6. Audit History 7. GP2GP

Online user trace

Select an existing online user.

Trace criteria
= Family name |Taylor

Date of birth | Enter a date

a

Online user (1) | Local patients (3)

= Given name |Alisan

@ Postcode

* Gender | Female

Account ID

Account ID

46152014107  Femnale

Date of birth
24-Dec-1974

Account Status

ﬂ If you don't see the online user you're looking for, you can  create a new account for them.

10)Details — Complete fields and you MUST Verify Email

Cancel

address click next.

Next patient you add to this new account you will select the user you have just created
and click link user.

Lonline vser

Details

1D Werification

Access

Legal basis s

Online user: MOUSE, Mickey

Demographics

* Title

* Family name
* Given name
* Gender

* Date of birth

Main Language
Contact details

o -

v
mouse
mickey
[Male v]

Email verification

Unverified -

Other contact information
House name/Flat number
Mumber and street
Locality
Town/city
County

Paostcode

Home telephone

Mobile telephone

m

m

™ |

QK




11)ID verification — click ADD to add the verification document from the staff member already

saved — click next.

1 Online user x
1| Details @ | Online user: MOUSE, Mickey
1 . a b
B)| LT | _Verifications

Access @ || Addanew identity document for this online user.

Legal basis . _@ Add..  [7] Edit. 3% Delete

Method Additional information Document Type Date
i
[ Back ] I[ Next OK ] [ Cancel ]

12)Access — complete relationship to patient field, untick services not needed by the proxy

user - click next.

Appointments
Repeat prescriptions
O Messaging

Demographics

1" Requested

I” Requested

I” Requested

Record access

Mo care record access

) Disable all care record access

Online user will net be able to access the patients care record data online.

Core summary care record

Back Next

Online user X
Details &) | Online user: MOUSE, Mickey
ID Verification " | Linked patient i
| Access | @ | Patient XXTESTPATIENT-TKHA, Donotuse (Mr)
Legal basis o * Relationship to patient -
Services 1

OK

Cancel




13) Legal Basis — untick access for Appointments and Core Summary Record to Decide Later -
click Legal Basis - Legal basis type

Onling user
Details
ID Verification

docess

| Legal basis

Select ‘Explicit Consent’

Add|ega|m§\

Online user; MOUSE, Mickey

Legal bass

Bcoess to the following senices on MCNAMARA, Elsse (Mrs]'s account have been requested. Legal basis is

s Appointments
* Flepest presonplions
* Demograghics

* Core summary record

I nesded for MOUSE Micker to pocess thise services.
-

& Allow acoess
B Al BOOELS
@ Allw proess

& Adlow acoess

Reject
Reject
Reject
Reject

Decide later
Drecide later
Decide later

Decide later

Update legsl basis..

Previously added begal basts
Legal basis type Method

[P What is legal bage?

Additional information

oK ' Cancel

Legal basis optioNs.

* Legal basis type [ ‘

* Method

Cancel

_ Method — Select ‘Written or
verbal’ if written you will
have to upload the patient
authorisation form which is
already on their record so
can choose verbal and add a
note — click next — click next
— click save

If Legal basis appears again
click Not Now and OK




14) Issue PIN documents by selecting ‘Email PIN’ (ensure user has a verified primary email
address recorded before issuing the PIN)

Example of what user will receive via email

Online Services for Alison Taylor

You have requested access to online services.

Accessing online services

To access online services:

1. Create an account with one of the following service providers:

Service provider Website

Patient Access https://www. patientaccess.com

2. Provide the following online services account details when prompted:

Linkage Key PkahU
ODS Code =
Account ID 2222

Note: The account details are unique to you and were provided by John Tasker House
Surgery

15) Online user account is created with an account status as Active, enabling user to start ordering
medications by proxy once they have activated their account. This can be viewed under Account

status in the online user screen.

Born 21-Jan-1947 (72y) Gender Male EMIS No. 506489 o

¥+ Active ¥ XXTESTPATIENT-TKHA, Donotuse (Mr
(Mr) Usual GP  TEE, Mike (Dr)

| 1. Demographics | 2. Additional | 3- Online Services | 4, Family / Relationship Links | 5. Status History | 6. Audit History | 7. GP26P |

QAdd online user... g Unlink user

Online user Relationship Link status Account status
T McLaughlin, Heather (Mrs) Carer Link restricted Live
£ Deakin-Faux, Kirsty (Mrs) Carer Link restricted Live View online user
& Taylor, Alison (Mrs) Carer Link restricted Live View online user



16) Repeat step 1 to 9 for each patient that the user is authorised to access. You do not need
to create a new user when setting up access to additional patients, you should use the
proxy user that has just been created.

Online user trace

Select an existing online user.

Trace criteria
* Family name |Taylor = Given name |Alison * Gender | Female ¥
Date of birth | Enter a date ﬁ Postcode Account ID

Online user (1) | Local patients (3)

Account ID Sex Date of birth  Account Status
46152014107  Female 24-Dec-1974

@ If you don't see the online user you're looking for, you can  create a new account  for them,

Link Cancel

Staff member leaves care home:

Search for online user:

(6mig) D
Registration Onlineusers

a a [ Print PIN ﬁ

L] Email PIN

S RO >EE -

Findonline Edit  Close Identity Reset
user User  CCOUNt Verfication | & Print and emsil PIN || accountkey
Find Edit online user PIN document Account key
EQQDE Management -7 SCR -12 Documents - 2 Medicine -6 (6) Reqgistration - 1097 (90) Lab Reports - 59 {21) Tasks -2 (1)

[m You have 1 screen message. Click this link to view.

[\I New priority Workflow Items received - Tasks, Lab Reports, Registration, Medicine Management

Online user: TAYLOR, Alison (Mrs)

Demographics Contact details Onling user trace x
Title Mrs House name/Flat number Select an existing online user.
Family name taylor Number and street Trace criteria
Guvenname  Alison Village « Family name [Taylor + Given name [Alison + Gender | Female v
Date of birth 24-Dec-1974 Town/ity Date of birth | Eriz 5] Postcode Account ID
Main Languzge County Name / Address AccountD  Sex Dateof birth  Account Status
Postcode
Status
Account status  Active Home telephone
Mobile telephone
Email address alison.ta)

Linked patients
(2 it onine user access (5 Looa 2« | —



Click on user and Select

G"a EHEHTLUE - & 0 <
RegistrationqCarers | Online users

& 9 Q 18 Print PIN

Findonline | Edit  Close NgKenity | -l PN B
== user account Wygfication | Print and email PIN || 2ccountkey

Find Edit online user PIN document Account key

Report Management - 7 SCR - \ Documents - 2 Medicine Management -6 (6) Rel ion - 1097 (90) Lab Reports - 59 (21) Tasks - 2 (1)
[m You have 1 screen message. Ch\ns link to view.

[\I- New priority Workflow Items receivel ks, Lab Reports, Registration, Medicine Management

Online user: TAYLOR, Alison (Mrs)

Demographics ontact d8ail Onling user trace \ -
Title Mrs House name/Fla%gumber Select an existing online user. \
Family name taylor Mumber and street Trace criteria
Given name Alison village = Family name |Taylor = Givelygame | Alison * Gender | Female v
Date of birth 24-Dec-1974 Town/city Date of hirth | Frie 5] Postcod® Account ID
Main Languzge County e ST Date of birth _ Account Status
Postcode 46301014107 emale 24-Dec-1974
Status
Account status ~ Active Home telephone
Mabile telephone
Email address alison.tay \
Cancel

Linked patients

[ Edit online user access [13] Leqal basis

Online users

g [ Print PIN

L Email PIN

Find online Edit] Close  |ldentity Reszet
user userl] account Erification | & Print and email PIN | @ccountkey
Find Edit online uger PIN document Account key

Report Management - 7 SCR -12 Documents - 2 Medicine Management -6 (6) Reagistration - 1097 (90) Lab Reports - 59 (21) Task

=¥ ¥ou have 1 screen message. Click this link to view.

[\ 1 Mew priority Workflow Items received - Tasks, Lab Reports, Registration, Medicine Management

Title Mrs House name/Flat number
Family name taylor Number and street
Given name Alison Village
Date of birth 24-Dec-1974 Town/city
Main Languzge County
Postcode
Status
Account status  Active Home telephone

Mobile telephone

Email address alison.taylor@nhsx.nhs.uk  Verified



Select from drop down list as appropriate

Click Close account

@”ﬁf&:ﬁﬁm ‘& N >HE T
Registration  Carers  Online users
% g a & @anP ﬁ
Findonline | Edit  Close  ldenity | —— o7l PN Reset
user user account verificabon | (- Print and email accountkey
Find Edit online user PIN document unt key

Report Management - 7 SCR -12 Documents - 2 Medicin nagement - 6 {6) Registration - 1097 (90}

Lzb Reports - 50 (21) Tasks -2 (1)

¥ Youhave 1 screen message. Click this link to view.

[ 1 New priority Workflow Items received - Tasks, Lab Reports, Reg\stmtiuane Management

Online user: TAYLOR, Alison (Mrs)

Demographics Contact details
Title Mrs House name/Flat number
Family name taylor Number and street
Given name Alison Village
Date of birth 24-Dec-1974 Town/city
Main Language County
Postcode
Status
Account status ~ Active Home telephone

Mobile telephone

Email address alison.taylor@nhsx.nhs.uk

Close account

\ This online user is linked to the follawing lacal patient(s):
- MOUSE, Micky (M1}

If you close this account, the above patient(s) will no longer be
linked to this online user.

lect a reasan for closing this account:

user request

I [ Closeaccount | [ cdhual
|




