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2 Background to Choose and Book

Choose and Book is the nationally commissioned system built by Atos Origin to provide the NHS
with an electronic booking and choice tool. Choose and Book first went live in 2004, and is now at

release version 2.2 (R2.2), which went live at the end of September 2005.

Choose and Book enables a patient to choose where they wish to attend for an outpatient
appointment from those commissioned by their Primary Care Trust (PCT), and make a booking of

a date and time of their choice, from those available.

This end user manual sets out the functions that a General Practitioner (GP) or referrer can

perform in Choose and Book using SystmOne to access Choose and Book.

Choose and Book enables a GP to refer or book a patient to a service commissioned by their

primary care trust (PCT), and to send an electronic referral letter with that referral or booking

The functions that a GP can do in Choose and Book when completing a referral and booking are:

Access Choose
and Book using
Smartcard

v

Search for
patient

v

Updating patient
details

v

Search for and
select

Y | appropriate
Request advice services
and guidance
from hospital A 4
clinicians Making an
* appointment

——P request when
patient wishes to
make booking later

Review advice
and guidance
responses from

hospital A\ 4

Book an
appointment

v

Create and send
referral letter

Update . Cenrecen Cenecen Manage Browse the Review
Review change change . .
referral N ; i rejected Directory of reports and
worklists appointment appointment ) .
letter X referrals services enquiries
request booking
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3 Accessing Choose and Book via SystmOne using a Smartcard

To access Choose and Book via SystmOne, you must first use your Smartcard to connect you to
the Spine of the NHS Connecting for Health programme.

3.1. Using your Smartcard to Log in to SystmOne

A Smartcard looks much like a credit card, with a picture of the user, together with their Unique
Identification number (UID) and a gold chip where all the information is held.

NHS

= To access Choose and Book, you should already be logged on to your computer, so you

see your desktop on your screen
= Put your smartcard into the smartcard reader

= The Gem Authenticate box appears

[NHS |

ATTENTION: You are attempting to access the MHS Care Records Service, Your
use of MHS Care Records Service systems is governed by the terms and conditions
and the acceptable use policy you agreed to when your smart card was issued, By
entering your passcode you are confirming your acceptance of these and are
bound by them and the Computer Misuse Act 1990, &l usage of NHS Care Records
Service is recorded and analysed. Action will be taken against any indivicual
attemnpting inappropriate activity involving NHS Care Records Service, If you are not
entitled to uze the NHS Care Records Service then you must not atternpt to gain

access.
Enter your passcode to access: |

Yes [ accept and wish to procesd | Mo 1 do not accept and wish to exit |

= Type in your PIN number (also called Pass Code) and click on = e et eduihimmaee=d. OF press

return on the keyboard

= You will now see a box in the bottom right corner of the screen with a progress bar,

detailing the remaining time before the card will be authenticated

[NHS |

Please wait while we validate your
Srart Card to authenticate

Sending user information to the server
and retrieving tickets,

= You may (or may not) now see a security alert.
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Security Alert _.

ri‘"'l Infarmation you exchange with this site cannat be viewed ar
?. changed by others. However, there is a problem with the site's
secunity certificate.

X

& The security certificate was izsued by 5 company pou have
nat chogen to trust, View the certificate to determine whether
pou want b st the certitying authority

° The security certificate date iz walid

The security certificate has a valid hame matching the name
of the page you are tving to wiew.

Do you want to proceed?

Yes ] | Mo | [ Wiew Certificate ]

— Click to proceed

= You may have to wait a few seconds, but you then see a screen saying ‘Welcome’ with the
role(s) you have been allocated on the Spine.

= Click in the box next to the role you wish to use for this session so there is a tick in the box
next to that role.

7 Role Selection - Micr ysoft Internet Explorer EE)X]
Fle Edt Yew Favoffes Took Help w

= B G D s i ravores @ e €2 (0 DL S 8

€
addrezs | @] hitpsi sbafl natienal b T.jsp? SWMELYASF oy gzvg jdUedkyxdvHa3G%2F QWD > B

o BhT Add Clinical Sarvicas:Non Clinical:Call Operator

5 HHENORTH MIDDLESEX UNIVERSITY HOSPITAL NHS TRUST

S GEETHE WHITIINGTON HOSPITAL NHS TRUST

= a3 op i
[ Temp
- B M Tempor.

I Tempo:

£

Set Session Role

& el 18 1522

= Click on ( Set Session Role )

= Now the system asks if you want to close the present window. Click on

wicrosoft Internet Explorer

9 The Web page you are viewing is trying ko close the window,

Do ywou want ko close this window?

[ Yas l [ i} ]

= You are now returned to your desktop, having successfully logged on to the Spine.
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= To log into SystmOne using your smartcard double click the SystmOne icon on your desktop
then click the card icon on the Login screen
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4  Entering Choose and Book via a Patient Consultation in SystmOne
to Select Services or make an Appointment Request

If you decide your patient needs a referral to a Service Provider, you can use Choose and Book to
initiate a referral and/or make a direct booking

4.1. Selecting a Patient

= To make a referral or booking using Choose and Book, you first need to open a patient’s
record in SystmOne and record your consultation in the normal way

= Right-click on the Communications node in the Clinical Tree and select New Choose &

Book Referral or select the Communications node from the Clinical Tree and click in
the toolbar.

= This action will cause Choose and Book to generate a UBRN (Unique Booking Reference
Number). The UBRN is a key piece of data that identifies the booking throughout the
lifecycle and ties together the booking and the associated referral letter. If the patient
decides to complete a booking later via the Internet or by telephone the UBRN is required in
addition to a password.

= Choose and Book is now launched and you see the Choose and Book Bookings Screen
where you can search for services to refer your patient to. At the top of the screen the
Patient and Referrer details are displayed.

Help Shah, Sushila Referring Clinician ROYAL PARK MEDICAL CEMTRE, LOMDOM {GP) Log Cuk

Patient: Peter Heaney  cender: Male  Date of Birth: 2/2/1950 145 4523002320

Show Search

1) Referrer
LONDON FAMILY TRUST ROYAL PARK MEDICAL CEMTRE Shah, Sushila

2) Filter Service By:
[ - | =l

|Routine = |Male and Female ~ | Within miles of | W2 6PY | posteode Request Advice

= You now need to enter the criteria against which Choose and Book will search for
appropriate services that your PCT has commissioned

NB: The yellow fields are mandatory to be completed to enable a search for services.
= You can search for services by different means:
e by Specialty, Clinic Type and Priority
e by Named Clinician
e by Keyword

NB: The above searches are not mutually exclusive; e.g. you can search by Named Clinician
with Specialty or you could search by Keyword and Named Clinician

4.2. Searching for services by Specialty, Clinic Type and Priority

= Select a Specialty from the pick list
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42.1

4.2.2

[AnaESTHETICS
(CARDIOLOGY

[CHEMICAL PATHOLOGY
(CLIMICAL PHARMACOLOGY
[DENTAL MEDICINE SPECIALTIES
DERMATOLOGY
ENDOCRINOLOGY

G ASTROEMTEROLOGY
[(GEMERAL MEDICINE
IMMUNORATHOLOGY
IMFECTIOUS DISEASES
MEDICAL ONCOLOGY
(OCCUPATIONAL MEDICINE
PREDIATRICS

RaDIoLOGY

URCLOGY

Once you have selected a Specialty, you can use the Service Selection Booking Guidance
to help you to decide on the Clinic type and Priority (see section 4.2.1) or you can select
Clinic Type and Priority of your choice (see section 4.2.2)

Using Service Selection Booking Guidance

Access Sefrice Selection
Click on Y to get to the Service Selection Booking Guidance. This is an
algorithm of questions to help you choose the most appropriate Clinic Type and Priority for
your patient

On each page of the guidance algorithm, answer the question and click =~ Next  to move on
to the next page and question

The Service Selection Booking Guidance will give you a recommended Clinic Type and
Priority according to the answers you have given to the questions

You can accept or reject the recommendation. If you wish to override the recommendation,
click the Override box and select an Override Value and an Override Reason from the
pick lists

Guidance Oubcume

Sigmodo=copy
Foutine

Carride Reason

Once you have completed this screen, click on = Done  and you are returned to the main
booking screen

If you accepted the recommendations, the Clinic Type and Priority fields will have been
automatically populated

If you rejected the guidance recommendations, you should select the most appropriate
Clinic Type and Priority from the pick lists

Selecting Services

If you do not use the Service Selection Booking Guidance, you can select a Clinic Type and
Priority of your choosing

If your patient wishes to be seen in an all female clinic (for example), you can select this as
a search criterion from the pick list of Staff Mix in the upper right side of the screen

If your patient does not wish to travel far, you can type in their postcode and the maximum
number of miles the patient would wish to travel from their home address

wwithin miles of | SWE SED | postoode
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= Once you have completed all the yellow mandatory fields plus any other search criteria your
patient wishes, click on = Suggest Services

= Choose and Book will search the Directory of services for those services that meet your
search criteria that have been commissioned by your PCT.

4.3. Searching for services by Named Clinician

= The availability of the named clinician referrals functionality is dependent on whether this
functionality has been taken up locally and where directly bookable services are being
offered the version of PAS compliance.

= Named Clinician means that you can search for services that your PCT has commissioned
for a particular ‘Named Clinician’.

\

= To search for those services of a particular Named Clinician, you will first need to search
for your named Clinician. Click on the purple box to the right of the Named Clinician field

= Enter the Surname of the desired Clinician you wish to find, and enter any further details if
you wish to limit the search findings (e.g. forename, organisation or location or specialty)

= Click on = Search

Surname  cramer
Forename
Service Provider Organisation
Service Provider Location

Specialky I ;I

Clear Search

= Choose and Book now shows you all the Named Clinicians in the system that meet your
search criteria

Specialty | =1
Clear Search
Marne Job Role-Location
Cramer, Juskin Consulkant - Roval Acute Trust
Cramer, Richard Wigw Multiple

= You are given the full name of the Clinicians and their role and locations that are in the
Directory of Services (DOS). You can see in the picture that Justin Cramer is a named
Clinician for a service or services only at the Royal Acute Trust

= However, Richard Cramer is recorded as "&#Mutiplz  This means that Richard Cramer is
Named Clinician for more than one service in more than one location

= To view the details of a named Clinician, click on their name in blue, and you will see their
details. Click on the name in blue again to close the window
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Marne

Cramer, Juskin

Cramer, Juskin

mailing

30 Morfolk Square
Paddington
London, England

Business {020) 33219035
— If you click on " Multivle vy will see the variety of services for that named Clinician

Wigws Multiple

Caonsultant - London Acuke Trust

Specialist Practitioner - London Acute
Trusk

= To select one of the Clinicians, click on their row to highlight them in orange and click
Done

Marme Job Role-Location

Cramer, Juskin Consultant - Royal Acute Trust

Cramer, Richard Wigw Multiple

Done

= You will now see the name of the Named Clinician that you have selected in the Named
Clinician field in the main screen.

[ Cramer, Juskin

4.4. Searching for services by Keyword

= You can also search for services by Keywords to the right of your screen

ankle pain

= You can type in a full keyword relating to the condition of your patient, or you may enter part
of a word

= Itis recommended that you select a Specialty as well as entering a keyword, to limit the
results to your search
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= Click = Ssuggest Services  to see which services your PCT has commissioned that have your
keyword in its DOS entry

4.5. Selecting Appropriate Services for your Patient’s Needs

= You will now see the services available for your patient to choose from

3) Service(s) ! i

Select Mi Sarvice Mame Directly Bookable Location Staff i Appointmer Specialty
- amshurst Crthopaedics Clinic ¥ Armhurst Acuke Trust Male and Female  Qutpatient ORTHOPAEDICS 23 |y3 e

I !

Advanced Criteria

M London East Acute Trust Male and Fernale  Day case  ORTHOPAEDICS
¥ Rovyal Acute Trust Male and Female  Day case  ORTHOPAEDICS
N Roval Acute Trust Male and Female  Outpatient GEMERAL MEDICINE

- London Lower Limb Crthopaedics Clinic
Crthopaedics

= You can get more detailed information about each of the services offered by clicking on the
name of a service, and Choose and Book will now display for you the full information that is
recorded in the Directory of Services on that service. This is your opportunity to check that
the choices you will offer your patient are all fully appropriate to their particular referral need.

= Once you have read the service information, you can select either one or several of the
services for your patient, by clicking in the box to the left of the service name, to see who
has the earliest appointment available between all the appropriate services.

NB: If you only select one option at this stage, your patient will only have that one option
available to them if they call the Choose and Book Call Centre to make a booking later on.
So, if your patient wants to go home to discuss the options with their family, you should
tick all the clinically relevant options at this stage to keep all those choices open to the
patient when they contact the Call Centre later.

= If, at this stage you decide not to proceed with an appointment request, click = Don't Submit

4.6. Directly and Indirectly Bookable Services

= The columns of services show the Service Name, Directly Bookable and Location.

3) Service(s)
Select Firs Servios Plame Directy Bookable Location
198 ENT ENT Suff ol TS K CHILD: HEALTH CEMTRE

= AY in the Directly Bookable column means that a service is Directly Bookable (i.e. you can
book your patient for an appointment in the service provider's PAS electronically using
Choose and Book).

= An N in the Directly Bookable column means that a service is an Indirectly Bookable
Services (IBS) (i.e. you cannot directly book your patient in for an appointment in that
service provider’'s PAS electronically, but you can Indirectly Book your patient in to their
service where the patient calls the IBS call centre).
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= Click on the Service Name of an IBS to view the Booking Details

Service: ENT ENT Suffolk RT6

Click the Service Mame link For additional service information

Booking Details
Booking Telephone Mumber: 0191910 0101010
Hours of Operation: Mon-Fri Sam-6pm ; not vfe

Print oK

= You can print off this information if you wish, by clicking = Print

= Click OK to return to the main bookings screen

= The Location column tells you what site or location that service is held at

= You can select a mix of both Directly and Indirectly Bookable Services
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5 Making an Appointment Request when a Patient wishes to make a
Booking Later and Printing a Summary

The GP does not have to complete a booking at this stage but can instead complete the
‘Appointment Request’; if your patient wants to go home and think about where and when they
would like to be seen at the hospital and call the Call Centre, or if you wish your Practice Admin
staff to complete the booking, you can simply print off an ‘Appointment Request Summary’ at this
stage and give it to the patient.

5.1. Completing an Appointment Request and Printing a Summary for your Patient

= Having selected the appropriate service(s) for your patient (see section 4.5), click on
Request near the bottom right hand corner of your screen to complete an Appointment
Request.

= You see a summary of the options selected plus the patient’s details. You may have either
directly or indirectly bookable services selected, or a mixture, and they will all be listed here.

LEERN 2B57-7397-9366
Specialty GENERAL MEDICINE
Clinic Type Asthma

Services Location Service Mame
HIGHGROYE HOSPITAL Rayal West Asthma Clinic
GIUEEN MARY'S HOSPITAL Roval Park South Asthia Clinic

Priority Routine

Referral Letter Outstanding, will add at a later time

Content Sensitive

EMS Follow Up After 17 21 Days

= The Referral Letter Outstanding is automatically ticked if the services you are making a
request for require a referral letter, and you cannot change this if the service requires a
referral letter to review.

= You have the option to tick the Content Sensitive box. Making an appointment request
‘Content Sensitive’ restricts who can see any information about this appointment request.
This means that in the referring practice, only the referrer in person can view any
information at all about this particular appointment request. All staff in the associated
workgroups within the service provider you are referring to, will be able to view information
about that appointment and referral. The BMS will NOT be able to view any information, so
if you make a request Content Sensitive, the patient cannot call the BMS to complete their
booking. If you make an appointment request Content Sensitive by ticking the box, you
must remember that only you will be able to view anything about that appointment request
within your practice, which may not be appropriate if you are not due to be available in the
near future within that practice.

= In the BMS Follow Up field, select the maximum numbers of days by when you want your
patient to have been in touch with the BMS call centre or practice or the IBS call centre or
the internet to make the booking. (This is useful to make sure your patient does actually
make a booking for your referral). If your patient has not made the booking within the
number of days you specified, the Choose and Book Appointments Line (CABAL) is notified
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U

in Choose and Book, so they can send a reminder letter to the patient to complete the
booking process.

Click on “34BMiE_J t5 apply the appointment request
You now see the summary with 3 options: = Undate Person Add Referral Letter or  Print

Click Update Person - You can update your patient’s details on the Spine, including
changing the automatically set patient password in their record (section 18).

When you are using Choose and Book via SystmOne, you should not use the Add Referral
Letter button in Choose and Book as you will be adding the referral letter from your GP
system.

To print off a summary of the Appointment Request and your patient’'s password click

Print . You then have the option to print just the Appointment Request summary, or the
Appointment Request Summary and the Patient Password. Click on the option you wish.
The Appointment Request printout includes the telephone number of the CABAL, where the
patient can complete their booking for the directly bookable services, and the telephone
numbers and booking details of each of the indirectly bookable (IBS) services you have
selected with the patient.

NHS

Appointment Request 4563-8382-8493

Y our Reference Mumber shown above is for this appointment only. You will need this number
and your password when you want to book, cancel or change the date or time of your
appointment

Patient name Paget, Erral J

Consent to call-back  You agree that the NHS can contact you by telephone.
Reference number 4563-8382-8493

To be seen by: 18 January 2005

Choice of services: To baok your appointment for any of the services listed below please
Jollow the booling insirucions under the service description. [fyou then
reed lo cancel or change ihe daie or fime of your appointment please also
follow the instructions under the service description.

= Clifton Gastroenterology Clinic, Clifton Rayal Infirmary
o Phone 0845 60 88 88 8/ Textphone 0845 8 50 22 50
o Hours of Operation: Mon-Sun 0700 — 2200
o Goto www. nhs uk/healthspace and select “Choose and Book”

= Gastroenterology Outpatients, Cheltenham General Hospital
o Phone 01242 221 662
o Hours of Operation: Mon-Fri 0800 — 1200

= Gastroenterology clinic, Gloucester Royal
o Phone 01452 433 876
o Hours of Operation; M, W, F 0800 - 1500

For more information about any of the services listed above please contact us:
B rhone 08456088388

-—
I Toyiphone: 08458502250

| 0 . Go to www.nhs.ukihealthspace and select "Choose and Book”
nline:

= The patient can then either take that printout to your Practice Admin Team, or they can call

the IBS Call Centre (for an IBS), or for a DBS they can call the CABAL or they can access
the internet at www.nhs.uk/healthspace later to complete their booking.

= Once you have printed off the summary, you are returned to the summary screen, where

you can again either : © Uodate Person ~ (see section 18) or = Add Referral Letter  (dO not use
this if you are accessing CAB via the GP system) or = Close
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= At this stage you can finish your Choose and Book actions by clicking on = ciese  and you
can then come back later to attach your referral letter

= Close Choose and Book by clicking on Logout, and then the 53 at top right of the window

= This returns you to the Create Choose and Book Referral Letter screen within SystmOne
(see section 11).

= At this point the GP can either complete the referral letter and send to Choose and Book or
decide to create it later.
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6 Making an Appointment Booking

If you and your patient wish, you can immediately complete the booking of when and where the
patient is seen, for directly bookable services.

=

=

You will have first selected appropriate services for your patient (see section 4.5)

Before asking Choose and Book to find available appointments for the service(s) you have
selected, you can limit the search by filling in the date range of when your patient should or
wishes to be seen.

Suggest Appointmants

The Due By date is the latest date by when you want your patient to be seen at the hospital.

The Start Date (defaulted to the current date) and End Date are the dates within which you
want to view available appointment slots for your patient to be seen at the hospital.

Click on #sast Aepaninais. 2 Choose and Book will display in chronological order all the
appointment slots for all your selected services within the date ranges you have specified.

+) Appaint rerils

bt Appoirment Doty T i harma Logation Laadd Prof essional [hary Wi
05400 Fri §7 (0912004 Livstrcol Service Rocreal el Harsgatal Hwris, Fita Doy Week Month
0500 Fri §700) 3004 HE*s Fiarsgitall, Rorval Agriel Horspital
0000 Fri £ 0000 Livarpcol Servic Rcrval Agried Horsgital Hawris, Rita
0000 Fri £ 0000 HEvs Hiarsgitall, Rorval Agried Horsgital

10000 Fri £330 2004 Livarpool Servicn PFrpal Aaried Hospetal
A000 Fri 170200 H&5 Hurspatall Rzrearl aried H

You can use the scroll barto See up to 50 appointments currently available. (You can click
the =~ Next putton to see the next 50, and = Back  to see the previous 50)

You can change the view by clicking on ‘Week’ or 'Month’ if you wish

Select one appointment of the patient’s choice by clicking on the round radio button to the
left of the chosen date and time

Click ' Back (NB: Don't click Request at this point as this will not book the appointment in
the selected slot, it will just create an appointment request).

Review the appointment details

If the details are correct, click " 24mt ' and Choose and Book will check with the PAS real-
time to see if that slot is still available. If the communication between Choose and Book and
the PAS fails, you will get a message telling you so. Repeat the booking process as above.

Don't Submit

If the booking details are not correct, click to go back to the previous screen

To print off the Appointment Summary and your patient’s password click = Print _ You then
have the option to print just the Appointment Summary, or the Appointment Summary and
the Patient Password. Click on the option you wish. The Appointment Summary printout
includes the telephone number of the CABAL, where the patient can change their
appointment.
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Click "_Frint ' and select the printer you want to print from

ciox 1

Click  ©=5&  to close the Print Appointment Confirmation screen

U

Click  ©=s&  to close the Appointment Summary screen

R

You have now made a booking for your patient and printed off for them a summary of their
appointment made.

Close the Choose and Book service by clicking the = 3“1t pytton in the top right hand

U

corner of the screen then click the 33 at top right of the window

= This returns you to the Create Choose and Book Referral Letter screen within SystmOne
(see section 11). At this point the GP can either complete the referral letter and send to
Choose and Book or decide to create it later

NB: Inform the patient that the Provider will send them a clinic letter to confirm their
appointment and to give them more details about how to get to the room where the clinic is
being held.
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7 Accessing the Choose and Book Home Page

Some tasks within Choose and Book can only be accessed via the Choose and Book Home Page.

7.1. If you have a Choose and Book icon on your desktop

= Double-click on the Choose and Book icon on the desktop to launch Choose and Book

= Choose and Book sometimes takes a little while to check your authentication, and then if
you have one Choose and Book Business Function the homepage will open; if you have
more than one Business Function you will go to the Role Selection screen.

= You have now accessed Choose and Book

7.2. If you do NOT have a Choose and Book icon on your desktop:

= Open Internet Explorer from the icon on your desktop.

Inkernet

Ex phjr'Er

= Inthe Address Box of the internet screen, type in https://nww.ebs.ncrs.nhs.uk/app-ebs

= Choose and Book sometimes takes a little while to check your authentication, and then the
Choose and Book Home Page will open showing you the Choose and Book Business
Functions available to you

= You have now accessed Choose and Book using your smartcard

= If you have one Choose and Book Business Function the homepage will open; if you have
more than one Business Function you will go to the Role Selection screen.

3 Login ke Profile - Microsit Intermet Explenes

NB: Your Smartcard must remain in the smartcard reader for the whole time that you are
using the system. If you pull your Smartcard out of the reader, your session will end.
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= As a GP, within Choose and Book, you will have been given the Business Function of
“Referring Clinician”.

= Select Referring Clinician from the pick list and click

L T T T Gy L

= The Referring Clinician Home Page displays, this has 2 main sections: Search (on the left)
and Worklists (on the right).

3 Electronic Buoking Service - Microsoft Internet Explorer
Help wales, Sue Wendy Referring Clinician THE WHITTINGTOM HOSPITAL NHS TRUST Log Qut

Hide Search

2Rt | (A5 L) | PERETEETES Worklists | Directory of Services  Enquities  Reports

Surname :
| Activity List
Advice and Guidance Responses
Forenanms : Gerier | Rejected Referrals

Outstanding Referral Letters

Date of Birth Home Postcode :
! i

Home Address
Advanced Options

Clear search

&] Done & Internet

o0, | |GRHake

r
[ @ nbox -Micros... | 3 Phase L1 Relea... /3] Elac ok.. | GEnduserpack.. &)< /gl e 1ma2
.

= The Search section is where you can search for your patient from the Patient Demographic
Service (PDS) on the Spine.

= The Worklists section gives you the latest information on the patients you have initiated or
completed bookings for, and is a useful tool for you to check if you have any outstanding
actions.

= You can also browse the Directory of Services by clicking on ‘Directory of Services’ (see
section 16), or you can access enquiries by clicking on ‘Enquiries’ or you can access
reports by clicking on ‘Reports’. (See section 17)

'arklists Directary of Services Enquiries Reparks
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8 Searching for a Patient in Choose and Book

If you enter Choose and Book via the Internet rather than via a referral from SystmOne, you will not
have already selected a patient.

8.1. Selecting a Patient

= There are 3 ways that you can search for a patient; by UBRN, NHS Number or by
Demographics.

= If you know your patient's NHS Number, click on MH3Mumber and then enter the NHS Number
in the box and click on _search

NB: NHS number is the fastest way of finding your patient

= If you know your patients Unique Booking Reference Number (UBRN) you can click on
UBRM and then enter it in the box (do not enter the hyphens) and click  seach

NB: The UBRN is a number generated by Choose and Book for your patient’s particular

appointment request.

= If you do not know the NHS Number or UBRN, click on Demographics and then enter the
patient's Surname, Forename, Gender and Date of Birth (Please check the spelling of
forename and surname with your patient).

UBRM MHS Mumber Demographics

Surname

Forename Gender :
v

Diate of Birth : Home Postcode :

f f

= If you know it, you can also add in the patient's Home Postcode. Check to ensure that the
postcode provided is for their permanent address and not that of a temporary address (e.g.
temporary resident or on holiday). Check if the patient has recently moved and whether
they informed their GP; if they did not inform the GP, ask for their previous address. If the
postcode is not known by the patient, do not enter a default like XX99, but use the
Advanced Options

NB: Yellow fields in Choose and Book are mandatory.

= Click on [ gearch

U

Choose and Book will search for your patient in the PDS on the Spine.

= If your patient is not found, a message in red will tell you so, and you can then enter more
search criteria by clicking on either Home Address or Advanced Options. You can then
enter more information about your patient, and click on [ 3each ) ggain.

e e
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NB: for your patient to be found on the Spine, they must have an NHS Number. Patients
without an NHS Number cannot be booked using Choose and Book.

NB: for CAB to display the patient, the PDS must return a single hit from the PDS,
otherwise the user must enter additional search criteria until the PDS returns a single
patient.

= Once your patient is found, their name and NHS Number will appear at the bottom of your
search section in blue

Hl e i regie _;l
Date of Eirth Home Postcode
29 / 0s ! 1978

Home Address
Advanced Options

Clear Search
MHS Murmber + 4002599406 Mame : McFaw, Angela
Gender Female Fazsword ¢ Chelsead
Home Address ¢ 1 Horder Rd Dake of Birth @ 29/08/1978
London
SWeE SED
ReferfAdvice pdate
Yiew: Future Appointments
BRI Appointrent DakefTime Referred By Refer

8.2. Logging out of and Closing Choose and Book

= To log out of Choose and Book you click on 2324 near the top right of the screen

= This takes you back to the selecting role screen, so if required, you can select another
Choose and Book role, and go back in to the tool from here.

= To exit Choose and Book completely, you need to click on the ‘X’ at the top right corner of
the screen.

Page 22 of 41



End User Manual for GPs — CAB R2.2 and SystmOne Issue 1.0 November 2005

9 Advice and Guidance Requests

Advice and Guidance is an electronic one-question-one-answer conversation between a Referrer
and a Service Provider Clinician that deals with a patient’'s medical information.

Instead of progressing with an appointment request or booking, you can select a service, and then
ask the provider Clinician team from that selected service for advice and guidance about your
patient or your possible referral.

9.1. How to Request Advice and Guidance

The procedure for getting in to Choose and Book for this purpose is exactly the same as for a
referral. To distinguish between this kind of request and a full referral you should use the Free
Text to note the request is for advice and guidance only

= Record your consultation in SystmOne as usual

= Right-click on the Communications node in the Clinical Tree and select New Choose And

Book Referral or select the Communications node from the Clinical Tree and click Q in
the toolbar.

NB: If you have not used your smartcard when logging into SystmOne, the online
booking functions will not be enabled

= Select a Specialty, then Clinic Type and Priority, or use the Access Service Selection,
Named Clinician or Keyword search to search for appropriate services (see section 4.2).

— Click " Request Advice 1 ghow that you wish to search for those services willing to respond
to your request for advice and guidance

= Click Suggest Services

= Choose and Book now displays only those services that your PCT has commissioned,
meeting your selection criteria and that have agreed to respond to advice and guidance
requests

= Select a single service by clicking the tick box in front of that service

3) Service(s)

Select MiS=rvice Directly Bookable Location Skaff Misx Appoaintmer Specialty
Shurst Orthopaedics Clinic ¥ amhurst Acute Trust Male and Female  Outpatient ORTHOPAEDICS EERF RERN )
- London Lower Limb Crthopaedics Clinic M London East Acute Trust Male and Female  Day case  ORTHOPAEDICS | |
- Oxford Crthopaedics i Royal Acute Trusk Male and Female  Day case  ORTHOPAEDICS e —e—
- Sloane Service M Royal Acute Trust Male and Female  Outpatient GENERAL MEDICIMNE

= Click Request
= Type your request for advice and guidance in the yellow box

anne Wakefield is a 59 vear old woman who was an inpakient under vour care bwo weeks ago For chest pain and Feeling dizzy. 1
abnormalities, She came to see me in surgery today telling me that wou were planning to Follow her up with coronary angiograpk

Zould wou please let me know the arrangements For this as she has had bwo Further episodes of chest pain and dizzinesss and is
Thank vou,

— Click | Submit

Page 23 of 41



End User Manual for GPs — CAB R2.2 and SystmOne Issue 1.0 November 2005

= You now have the option to print off your advice and guidance request if you wish, by
clickingon = pi,t  then selecting your printer from your print box.

= Click = Close

Page 24 of 41



End User Manual for GPs — CAB R2.2 and SystmOne Issue 1.0 November 2005

10 How to View Advice and Guidance Responses

You can access the advice and guidance responses that you receive from service provider
Clinicians through the worklist screen in Choose & Book.

= Access Choose and Book via Internet Explorer (see section 7)

= The Choose & Book Home Page will display

= Clickon = Waorkists o see your worklists

Bt /e nk2 ebs.ncrs.nhs. ok, spp-chs home do - Microsolt Internet Deplorer provided by Schismberger S [=lF 1]
™ Wilkars, Sarn | foaferring Clrician, | BATESPN | log fut

UBRN NS Mmber Demographics Worklsts Drectory of Services Enguiries Reports

Filter Iy

L e |
Activity List

Advice sed Guldance Responses
ejeeted Referras
Dutstanding Relerrs Letters

[

[remT [ THRCIWER, NISS DIANME LLAMA

[UET

Civd 6L Refarfidvcs | Updis

Wiew: | Futins Sgpontenets
uenK Bt DaleTiewt Belerred By Refensd

2] Thes ca ke shcurnd e 101-bi S5, ncryrison. B Irtarrt

= On your worklist screen, click on Advice and Guidance Reponses

Activity List /

Advice and Guidance Responses
ﬁlejected Referrals

Outstanding Referral Letters

= Click the UBRN of the patient that you want to review a response from

\ LUERM

0000-9000-0121

0000-9000-0124

= Click aziens - and select View Advice Request

Update Advice Request
Close Advice Request

= Read the response

= Click = ©lose  to return you to VISION

NB: The UBRN will remain in your Advice and Guidance Responses worklist for 6 months,
or until you remove it from your worklist (see section 12).
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10.1.How to Convert an Advice and Guidance Response into a Booking

= From your worklist screen, open the Advice and Guidance Reponses worklist
= Click the UBRN of the response you wish to review and progress

= Click adins ' and then Update Advice Request
= This now takes you to the Booking Screen where you can select more services if you wish,

then click on Reauest o - Suggest Appointments _ 4 hrogress the booking
= Complete the appointment request process or booking process (see sections ).

10.2. How to Remove an Advice and Guidance Response from your Worklist

= From your worklist screen, open the Advice and Guidance Reponses worklist
= Click the UBRN of the response you wish to remove from your worklist
= Click adins ' and select Close Advice Request

= This will remove the response from your worklist
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11 How to Create and send an Electronic Referral Letter

= Once the booking has been made, either at the time of the consultation or later, the GP
needs to go back into SystmOne and complete the referral letter to accompany the booking

to Choose and Book.

U

Local policies will dictate the time frame in which the GP must do this. It should be noted

that the referral will not appear to the secondary care Consultant for Rejection or Approval

until both the booking has been made and the referral letter sent.
Retrieve the patient record
Select the Communications node in the Clinical Tree

On the Outgoing tab, right-click on the referral you created earlier and select Amend

U4 4l

Choose the UBRN for the booking for which the referral letter is to be sent to enter the
Create Choose and Book Referral Letter window.

U

The user can specify the type of referral as well as the diagnosis the patient needs (the
information specific to the reason for the referral being booked).

7 Create Choose and Book Referral Letter

L e T @

Patie n FPath - |
Q g | Uoeney  Fouine ] uBRN | 123450000001 | &3y 3m)
- eds, LS51 4HZ
Seatch || Task ||Discar] Refemaltype Unsneciied Reason ]
. @] ..!*Referral message 1
Start Consultation| |Remi
clinical | Administrative |
F 4 Quick Glance
® GF Administration
& 3 Journal (559
fﬂ Mews Journal Include J Category J [ Rton Py
L Read code Joumal Irrvestigations |~ || Referral Reasan? Read Code barding claim for
@ B Issues (1) E’;ﬁ:g'rﬂartn'ﬂef;‘scamn | 110 0ct 2002 Britile asthma (Jal &0 | L
% i i Bk
E Repeal Templates 0 g 07 Dec 2004 Essential hyperension (KE0UC)
# vaccinations (2) O Intolerances
# B Communications (9 O Riskio athers )
@ o Recalls (7 O Alcohglconsgmptlon
2 T O smoking habit
@ 11 Remindersiélers (0 O Non-therapeutic drug use
& sensitivities &Allerafl [ Conditions
@ il Pathology Reports ¢ Diagnoses
: Procedures
Mumeric Results
b [0 Medication
figf Deleted Items (19 O Famil history
@ 3t Cause of Death (0 O Housing v
o Asthma O Employment v Rerrove
& Cancer [Attachments i
uding LRV agtachment Description Date Size ]
; A
etes ‘
T
Bp Hyperension | il
B o | |
% HiRetroidism | [Add attachmenta] [F\'emnve aﬂachmems] |
& Mental Health L v
b | [ Send referral ] [ Save for later ] [ Cancel ]
-
| g o ’? @ For help press F1
iy Start & ™ 7 | Foada. 2M.. v [(®wuase.. G | O poru. . B L <l 1519

(NB: This picture is missing a 4™ button of Print Patient Letter)
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11.1.To produce a referral letter:
= Type the body of your referral letter into the Referral message field.

= From the list in the left-hand pane of the window, select the Include tick-box beside any
information types you want to include in the referral from the patient record.

= Select the Referral Reason tick-box beside the relevant entry or entries in the right-hand
pane. You must select at least one referral reason.

= If you want to remove any entries that not relevant to this referral, select the entries and click
the Remove button at the foot of the right-hand pane.

= Click Add Attachment if you want to attach a file to the referral (you can attach up to four
files). The files you have attached are displayed in the Attachments field.

11.2. Send a referral
= Click the Send Referral button

= This will send the information to the Choose and Book service via Spine, (see Note 1)

11.3. Save the referral
= Click the Save for later button

= This will save the referral under the Communications tab for that patient and will mark the
referral as Unsent, (see Note 1).

11.4. To resume an unfinished referral

= Right-click on the referral on the Outgoing tab of the Communications screen and select
Amend.

11.5. Cancel the referral
= Click the Cancel button

= This will discard the referral letter. (See Note 2)

Note 1: The referral is saved on SystmOne and the Communications screen is displayed
unless:

e You have not specified a referral reason. You will be prompted to select one from
the displayed list before the referral can be sent.

e The referral is not sent successfully. In these circumstances you will remain in the
Create Choose And Book Referral Letter dialog box. Save the referral and try
sending it again later.

Note 2: If you start a referral and then cancel out of the Create Choose and Book Referral
Letter dialog box without saving it, the communication will remain on the patient’s record.
This is because a UBRN was requested from the Spine for this referral and the number
cannot be returned or cancelled. You can however ‘mark in error’ the referral on the
Communications screen and it will be removed to the Deleted node in the Clinical Tree.

= Once the referral letter has been sent the Primary Care side of the process is complete. The
referral will be reviewed by the Service Provider and rejected or accepted. If the referral is
rejected for some reason the GP will be notified and will need to rebook into a more
appropriate service.
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11.6.How to Update Your Referral Letter

NB: You can update and change the attachments you have sent as referral letters once you
have submitted the original for Directly Bookable Services up until the freeze time is
reached, and for IBS up until the referral is accepted. Each time you change the referral
letter and attachments and resend them, they will appear in the hospital clinician’s worklist
for them to review once again.

= Access the Choose and Book dialogue box via the right click menu.
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Search  Tash  Discard  Save  Record  Detals  Todwy Met Aote
FErQ«User ERUE L™ P s
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& Putiort Houme Ruforals In Reterrais Out |
- G| 2 54 # B P wew [Feemasinomoehorn =] Sowopsnrsfarss [ Show dessd refers
| Crested | Refemer [ Referred T [ Deotats [ [ Fsgs |
i Gk Garce 24 Nov 2005 UsulanantHans.  ooking Rufermud for Ereversing Hospmal Admesion & -l
3 A Adintr ation Gnbir ting Sunite
43 Jounai 3) L View Detals i ro finfahad yat
13 Mew Jouamd T View Hstory
o (] oo Cotort
g s Transport Armangements
™ b Ut Stk
» Fex
- i et o
q [ show Jouenal Erery. .
" g vk Erer
& [ Table *
il
HMI_ P i
—# Rl (1}
Thswrdod =
[ =l [0 [a o [az [ | [o [al 8600 (o | [o & | #| G#| | rortebpessr|[ § 17
Bstae]| | 1A Y [ 8 || Elirbor- .. | Gorcbertr. | Eadsber.. | ¥etan | Bjoamen. [V systmn &pipsiiin. | BB B 17

= You now see the referral you have previously sent. Make any amendments to your referral
letter as you wish in SystmOne

= You can print the updated referral letter by clicking on “Print Patient Letter”

= Click on Send Referral to resend your referral information

* Syabentine G Lirvl enant Hies Grashes o Sine Teabiog - Paticil Begnd =20 =)
Pt Racepton et oy ——— i —"

Q E| | Uegercy [Routine = e [oannsan) =30
Sewch  Tok Tk
Servce [Breas! Care Berace =] Tyve [Lnspecined Aeason =
garaen Bioazon [Preventing Hospital Admizaion =
Rat ConrRaton BeN| et 10 | Wtypm [OME Numrer =]
Clinical | -]
B, atiact Home hoose and Book Referal Test
4 q Shows chenod referraby
] Uit Upotnd | Pl
S uick Garce =
4 B Lovineste stion
- [ ouenad )
[ e 3o
i)
B inhade_| Categury ]
4 I imwestigations 2] ‘Yoo i ol chesen 1o inckude this informaticn. To intlude Biis data in the referral
T Examinatons IEMtEr, pIESER BEISCHNG &4EVANL CABCK o In e CatEQONY liat
o [ Curerd medicalion
cIR= T Abergies
o T irtoterances
n [T Riskioomers
[T mcohal cangurption
1 [ smoking hati —
-l [T mon-merapeuss drug use
il Mot Pacus T Condfions
- T 'I: Disgroses " |
ARachmants
[ Rttt [Tr= [5= 1:1
A atLaxhemenls Hevcn sttachimeris l
sendrefors | sawsforluer | [[FrrmsnE ]| cacd =
[ =I[To [3 |6 & @ |0 @ @00 o [0 8] 3] o ¥ reteberesr| § oxas
hetat] |20 Y @ || Elreo: - mooes. | v ot sree._ | 0 | #s -wer..| ¥ calban |I7 systmpoe o @ & 02

Page 29 of 41



End User Manual for GPs — CAB R2.2 and SystmOne

= Sending the revised referral updates the “Last Updated” column

referral to Choose & Book.

e (2 Licidenand Hans Gruber ok Spine Testing - Paticnt Record

Issue 1.0 November 2005
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= Previously sent Referrals can be tracked for any patient on the Choose & Book home page.

This can be accessed through the main Administration menu:

¥ GystmOne GP: Lieutenant Hans Gruber at Spine Testing - Home

Patient Reception Pathway Reporting Audit | Administration  Links Dispensing Clinical Tools  User  System

Q ® B ey
Search  Task  Discard  Save & Vacdnations »
Recalls »
= g
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Configure Home Screen  Refresh

=l xl

& S B m
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ToDo

View Maintenance

[2 Read Code Synonyms...
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Patient Warnings
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12 Reviewing Worklists

When using Choose and Book, you can review the progress of your patients in the booking
process by reviewing your worklists.

There are 4 worklists for a GP:
e Activity List
e Advice and Guidance Responses
e Rejected Referrals

e OQutstanding Referral Letters

You can access the advice and guidance responses that you receive from service provider
Clinicians through the worklist screen in Choose & Book.

= Access Choose and Book via Internet Explorer (see section 7)

= The Choose & Book Home Page will display

= Clickon = Waorkists o see your worklists

12.1.To open a worklist

= You can now filter the patients you see in your worklists, by selecting your name from the
pick list of Clinicians, to view only those patients within your practice that you have referred.
If you do not filter your worklists by Clinician, you will see all patients from your practice that
has been referred via Choose and Book.

= To open one of the worklists, click on the blue triangle next to the worklist you wish to view,
or click on the word (e.g. Activity List)

Ackivity List

12.2. Activity List

= You can see, for those patients referred and/or booked by your practice, where they are in

the system.

UBRN The patient’s unique booking reference number

Booked (Y/N) This 'Fells you if your patient has or has not booked their
appointment yet

Referral Status The status of the referral including the advice and guidance
status

Submitted Date Date the appointment request was submitted

Referrer The name of the referrer

Named Clinician Name of the Clinician to whom the patient is being referred

Patient Name The name of the patient with that UBRN

Last Activity Date When the last activity was completed on this UBRN by any
user
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= Click on the Unique Booking Reference Number (UBRN) of the patient you wish to review

Activity List
Last Refresh 26/04/2004 11:04
LIERM Fulfilled (/M) Action R
39226710~
a243 ¥ MR
35 -6710-
7
3922-6710-
BE23
3922-6710-

MR

¥
N MR
N

= Click on =ctions and select the task you want to perform (e.g. view history or cancel an

appointment etc)

Rebook Appoinkment
Zancel Appointment
Yiews Appointment
Miodify Referral Letter
Wiew Feferral Letker
WView Histary

= You then proceed with the action you have selected

12.3. Advice and Guidance Responses

= You can see the responses for any requests for advice and guidance that you have
requested from a hospital Clinician team.

UBRN

The patient’s unique booking reference number

Priority

Tells you the priority with which your request was sent

Submitted Date

Date the appointment request was submitted

Response Date

The date that the A&G request was responded to by the
hospital Clinician

Referrer

The name of the referring Clinician who sent the advice
request

Service Name

The name of the service that the advice request was sent
to

Specialty

The name of the specialty

Clinic Type

The name of the clinic type

Patient Name

The name of the patient for whom the advice request was
sent

= Click on the Unique Booking Reference Number (UBRN) of the patient you wish to review

the response for.

12.4. Rejected Referrals

= You can see any referrals that have been rejected by the hospital you tried to book your

patient in to.
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UBRN The unique booking reference number of the patient whose
referral was rejected
NHS NHS number of the patient whose referral was rejected

Submitted Date

The date the referral was submitted

Service Override

Was the service selection booking guidance
recommendation overridden by the referrer for that referral?

Rejection Reason

Reason selected by Provider Clinician for rejection

Location

The location of the service for the referral

Referrer

Name of the referrer

Named Clinician Name of the Clinician to whom the patient is being referred

Patient name Name of the patient referred

NB: Any patients in this list will need to be contacted by your practice to inform them that
their booking is now cancelled, and they will need to be re-booked or re-referred. The
hospital will not be contacting any patients for whom they have rejected the referrals for.

12.5. Outstanding Referral Letters

= You can see if there are any patients that have bookings, for whom you have not
written/sent a referral letter.

NB: Until you send a referral letter, the hospital will have no information about your patient
to review.

UBRN The unique booking reference number of the patient whose
referral was rejected
NHS NHS number of the patient whose referral was rejected

Submitted Date

The date the referral was submitted

Service Override

Was the service selection booking guidance
recommendation overridden by the referrer for that referral?

Location The location of the service for the referral

Lead Time The closing date by when you need to have sent a referral
letter

Referrer Name of the referrer

Named Clinician

Name of the Clinician to whom the patient is being referred

Patient name

Name of the patient referred

= Complete the referral letter as in section 11
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13 How to Change or Cancel an Appointment Request
Access Choose and Book via Internet Explorer (see section 7)
The Choose & Book Home Page will display

You first need to find your patient and their current appointment booking

Ul

On your Homepage, there are two ways to find the patient and the appointment booking you
are wanting to cancel or change:

e Either search for the patient by their UBRN, NHS Number or demographics (see
section 8)

e Or click on ‘Activity’ in the Worklist section

13.1. How to Cancel an Appointment Request
= Click the UBRN for the appointment request.

LBRM

EIEIEIEI-‘B%E’_I?:I-DSSS

= Click Adtians = and select Cancel Request

Wiewe Request

Wiewy History
Make Content Sensitive

= Select a Cancel Reason

Reason: ;l

Appt. made for wrong patient
Appt. made with wrong provider
By patient — reason not specific
By provider — reazon not specific
Clinic: cancelled

Clinic overrun

I haliday period

Mot specified

Other more urgent engagemert
Patient died

Patient ill

Slot cancelled

— Click Cancel Request

= The system warns you that you are about to cancel the appointment request.
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Cancel Alert

The appaintrent request will be cancelled, Do wou wish ko proceed?

Yes Mo

= Click ~ Yes if you are sure you wish to cancel the appointment request

= Click = Close

13.2. How to Change or Update an Appointment Request
= Click the UBRN for the appointment request.

LIERM

DDDD-Q&‘%}DSES

= Click ~Actions = and select Update/Book.

= You now see the main booking screen where you can change the criteria of
your search for services and search for and select different services that are
appropriate to your patient (see section 4.5).

= Progress with an appointment request (see section 5).
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14 Changing or Cancelling an Appointment Booking
Access Choose and Book via Internet Explorer (see section 6)
The Choose & Book Home Page will display

Search for the patient (see section 8)

Ul

Remember that to be able to cancel or change a booking, the appointment
must have already been booked as a directly bookable appointment (Any IBS
appointments must be cancelled with the IBS call centre).

U

You first need to find your patient and their current appointment booking.

U

On your Homepage, there are two ways to find the patient and the
appointment booking you are wanting to cancel or change:

e Either search for the patient by their UBRN, NHS Number or demographics

e Or click on ‘Activity’ in the Worklist section

14.1. How to Change an Appointment Booking

= Click the patient’'s UBRN for the appointment that you wish to change. You will be
effectively cancelling the appointment already made, and rebooking for a new appointment
in Choose and Book.

2371392309 Khanna, Anand
Male Password : Fountain

Yiew: Future Appoinkments

LERMN Appointment DatefTime Referred By Referral
4551 -7072-491 :00 Shah, Sushila Y
[&ctions...
“ictoria Service
Canhcel Appoaintment CAEDI;DLOGY
" . Cardiology
Wiewy Appoirtetnt Urgent

A Referral Letter
Wiew History
Make Content Sensttive

= Click Adtians ©  and select Rebook Appointment. Rebook effectively
means you are cancelling the old booking and rebooking a new appointment

= You now see the services that the patient can rebook in to on the main booking screen. This
reveals only those services that you have previously selected when you initiated the original
appointment request or booking.

— Click Suggest Appointments

= You now see the appointment slots for you to choose from with the patient. Continue
making the new booking as in section 6.

= Choose and Book will cancel the old appointment booking automatically when you make the
new booking.
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14.2. How to Cancel an Appointment Booking

= Click the patient’'s UBRN for the appointment that you wish to cancel

= Click Adtians = and select Cancel Appointment

= Choose and Book shows you the Cancel Appointment screen, which displays

=

U

the details of the appointment already made.

LIERM 5591-3694-0976
Appointment Date/Time 27/04/2004 08:30
Duration 30 Minutes

Location ROYAL AERIEL HOSPITAL
Service Mame HOTTING HILL SERVICE
Specialy GYNAECOLOGY

Clinic Type Fertility

Priarity Routine

Content Sensitive No

Appointment Instruckions

Reason: ;I

Cancel appointment request

Select a reason for you cancelling the appointment from the pick list (NB: this is a yellow
field so is mandatory)

Reason: ;I

Cliniz Cancelled

Canc|Clinic Overrun

Mot Specified

On Holiday

Other More Pressing Engagement
Other - Patient Cancellation

Other - Pravider Cancellation
Fatient Died

Fatient 11l

Slot cancelled

You can either cancel just this appointment so that you or the patient can make a new
appointment later, or you can also cancel the appointment request at this stage if you want
to cancel the whole referral.

If you wish to cancel both the appointment booking and the Appointment Request, click on
the box next to Cancel Appointment Request to put a tick in the box

Reason: | Mat Specified ;l

Cancel appointment request

If you wish to just cancel the appointment booking, do not put a tick in the box
Click Cancel Appointment

Choose and Book gives you a warning message to confirm the action you are about to take.
Click =~ Yes
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Once you have sent a referral letter in Choose and Book and the patient has had a booking made,
the booking and letter can be reviewed by the Provider. The Provider Clinical Team can review
your referral letter and they can then accept or reject your referral. If they accept the referral and

booking, you need take no further action.

If however, the Provider rejects your referral and booking, you will need to contact the patient to
ensure they do not go to the Provider and to progress their care further if required.

15.1. Finding a Rejected Referral

= Access Choose and Book via Internet Explorer (see section 7)

The Choose & Book Home Page will display

Click on  ‘Worklists  to see your worklists

Uyl

You can select your own name from the pick list of Referrers, so you only see those

patients you have personally initiated an appointment request for, or who you have made a

booking for. Click on the pick list and select your na

Filter By:

Referrer: I

Activity List

Adrice and Guidance Responses

Rejected Referrals

Outstanding Referral Letters

= Click on Rejected Referrals to reveal your worklist of any referrals that have been rejected

= Click on the UBRN of the rejected referral and you can read the explanation of why the

referral was rejected, from the hospital Clinician

Rejected Referrals

Last Refroeh 2006/ 2008 11:02 Prast
LE=H Fis Sasardtied Db Service Orevide  Rgecton Reaon  Locabion
p— - Further riomation Bow District
PR .- anasanseae AL y ety il
-0 248 Fusther infonation Bow Destrict
] areral

My thank=\Ngr foramrding Arand s pathology remds.
I eiirse oF [ PNeock e, sigraalic koo piclur g, s
wiekht b ond GosEzast i aopelle, | wokd sugges!

Tt hee ks urgenthy refored to & gasiroenterobogist . | ink

CARTADLOGY
sty Cardology
shay | Serwiox  Wiew Shortlist

Prooedy Rimlifes

= If you click on  Actions

Ateime Horesd Qwicion Ptk Hare:
Vejnak, Jares Hur, Pty Medor, [uresn

Frdiink, lares e, Darsan

, you can then select whichever action you wish to take with your

patient (e.g. to change the appointment request click on Update/Book; to cancel the whole
referral, click on Cancel Request; to update your referral letter, click on Modify Referral

Letter etc.)
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SpE
pdateBook,
Zancel Requesk ipE
Views Request
Modify Referral Letker | 3¢
YWiews Referral Letber Py

= You can close the worklist by clicking on the UBRN and then clicking on Rejected
Referrals.
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16 Browse the Directory of Services (DOS)

In Choose and Book there is a Directory of Services (DOS) which is a huge repository with detailed
information about all services from all Providers in England. You can browse all the services
loaded in the DOS without initiating any appointment requests or bookings.

= Access Choose and Book via Internet Explorer (see section 7)

= The Choose & Book Home Page will display

= From your Home Page, click Directory of Services

= You can now select particular search criteria and then ask Choose and Book to search for
and show you all services within the DOS that meet your search criteria.

= You can search for services by Specialty, or Services or Keyword

Click Search

U

= You now see all the services loaded in the DOS that meet your search criteria (not just
those your own PCT has commissioned)

= Click on the Service Names (in blue) to give you the detailed information loaded in the DOS
for that service. Use the scroll bars on the right and to the bottom of the view to see all
services relevant to your search.

Service: Hand {soft tissue)-Mayday Hospital-R16

Click the Service Mame link for additional service information

Conditions Treated
Procedures Performed
Exclusion

Required Investigations
Administrative Requirements
Service Notes

Alternate Service

= Click on the emboldened subheadings to see the information about this service

Service: Hand (soft tissue)-Mayday Hospital-R16

Click. the Service Mame link For additional service information

Conditions Treated
Ternnis elbow
Ganglions
Dupuytrens contracturs
Carpel tunnel syndrome
Trigger Finger
Tenosynovitis

PROCEDURES PERFORMED
Steroid injection, Manipulation of stiff joints

EXCLUSIONS
A11 urgent referrals. Please send a faxed urgent referral to

REQUIRED INVESTIGATIONS
None Required

Print OK

= You can print the information by clicking on = Print

= Click OK  to return to the list of DOS services
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17 Review Reports and Enquiries

17.1. Reports

There are reports available to the GP that use data collected as patients are booked using Choose
and Book. Reports are pre-defined sets of information for a pre-set period of time. The pre-set
period of time for reports is a calendar month and they are generated retrospectively.

e Bookings by Priority
e Referral Analysis
e GP Channel Profile
e Practice Summary Report
Access Choose and Book via Internet Explorer (see section 7)
The Choose & Book Home Page will display
Click on Reparts
Select the report you wish to view

Click on = Print " to print off the report you are viewing

A

Click on = Close " to return to your Home Page

17.2. Enquiries

Choose and Book runs enquiries to give you more information. An Enquiry is similar to a report
with pre-defined information. You can define your own 28 day time period for an enquiry.

e Cancelled Appointments
e Cancelled UBRN'’s
e DNA'd Appointments
e Due Date Exceeded
e Two Week Wait
Access Choose and Book via Internet Explorer (see section 7)

The Choose & Book Home Page will display

Click on Enquiries

U Ul

From the pick list of enquiries, select Enquiry Type you wish to view

Zancelled Appainkrents Enquiry
Zancelled UBRM Enguiry

DhA'd Appointments Enguiry
Due Dake Excesded Enguiry
Twio ‘Week Wait Engquiry

= You can print off your enquiry by clicking on = Print

= Click on = Close  to return to your Choose and Book Home Page
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18 Updating Patient Details and the Patient Password

Patient Details are held on the Patient Demographic Service (PDS) on the Spine. It is good
practice for a GP to check their patient’s details held on the PDS each time you use Choose and
Book or the GP system, and if required, to update the details with the patient.

18.1. Accessing the Update Patient Details Section

= In Choose and Book, you can update specific demographic information about a patient and
add a patient password.

= You can access this section in 3 ways:
1. Click Undate . then click Updste Person

2. Search for and select your patient from the Spine (see section 4)

= Search for patient
= Click on the NHS number

n Click = Actions

Select Update Person

3. or Click on Update Person Details when processing an appointment request or
booking
18.2. Updating Patient Details
= You are presented with the Patient Information and Preferences screen

= Check the patient’s details (names, date of birth, GP details, telephone contacts) with the
patient

= Add or change the patient information and preferences as needed. You can insert or change
the consent to call back, patient password, preferred language, home contact, mobile
contact, work contact, temporary contact and disabilities

Patient Information and Preferences
Consent to Callback Patient Passwar d Preferred Language

Ves English
Horme Contact Pobile Contack
Method : | Maito Value ; Methed ; | Tel Value :
wiork Contact Temporary Contack

Value : Methed ; | Maita Value :

Selected

— Click **™t " and the PDS will be updated
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