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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 Seetec GP Enterprise 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:

A
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3 Accessing Choose and Book via GP Enterprise using a Smartcard

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

Using your Smartcard to Log in to VIS/ION

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 using Vision, 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

a = %THENTICATE”

Enter passcode to authenticate to:

— Type in your PIN number (also called Pass Code) and click on or press return on
the keyboard

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

Infarmation you exchange with this site cannat be viewed or
changed by athers. Howewver, there is a problem with the site's
secuiity certificate.

& The security certificate was issued by a company you have
not chosen to trust, View the certificate to determine whether
you want ta tiust the eertitying authority.

° The security certificate date iz valid.

o The security certificate has a valid name matching the name:
of the page you are tiving to view,

Do pou want to proceed?

Yes ] | Mo | [y\ew Certificate

= Click to proceed

= GP Enterprise then shows you the roles you have been assigned when you were registered
with your smartcard.
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lont olocted |
GFP Enterprise Today

T ey BT

Smartcard User Lagin = Fisgiirabor Rl 1]
Feacmpk Flapods 1]
Plaasze Select Role agy-tilieg p
101 Pl i
Eols | Chsricsl Waaker =
T
Fieibcal Dyecton
Ut o bat Gamenad Pracsstienar fience
H e

= Select the role you wish to use (e.g. Salaried General Practitioner)
= Click Cox )

NB: If your smartcard is valid, but your national user code has not been set up within GP
Enterprise, you will not be able to continue and error message will display. Contact your
System Administrator set you up properly in GP Enterprise.

Once your session has been accepted, your logged in role is displayed at the top of the screen.

I G Interprise Today - Hational Mode [Salaried General Practitioner]

Fliz W=w | Foold Repwting Unks [0S,

3.1. Changing your Session Role

= If you wish to change the role you have selected without needing to re-enter your smartcard
PIN, from the GP Enterprise menu select File

= Select Change Role
= Select another role

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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4  Searching for and Selecting Appropriate Services

4.1. Accessing Choose and Book from GP Enterprise

If you decide your patient needs a referral to a Service Provider, you can use Choose and Book to
initiate an Appointment Request and make a Booking

= Find your patient in the normal way

= Start a New Referral Encounter by clicking on the New button

Select the reason Referrals from the All Reasons pick list

Add any further information required f

=

= The Referrals screen displays
=

j—l

Click the C&B button at the top left of your GP Enterprise screen Cif

This will generate a UBRN which is displayed at the top of the screen. This UBRN will always be
linked to this referral.

oot
nl g & 2 @ & (X

Save CiB Generate i Motes =z Consult Size Exit

Template Preview - Read Only

Referred By : ]Dr Sardar Li
™ Include Consulbants in Picking List
where : {sum:;Emr Lj Date ; |11r|n.rznn¢ Priarity : |4—:|
Read : |No Data Present j
Reason : |

Deparktment : |mn LJ

Consulkank : |mn Lj
Hospital : |mn i

NHS/Private : (A ~| miowser: jua <]

Action Date : | /[

On Letter Show ¢ | Drug Info [ Summary Info - Up ko Priority @ 14

[ General Surgery.dot

[ MRIScan Request.dat

[(] ©uk Patient referral dok

D SEETEC REFERRAL LETTER.dat

= 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
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Show Search

1) Referrer

- POt A- MARK MEDICAL CENTRE, — |
LOMDIOM, FAMILY TRUST LONDON (6P
2} Filter Service By:

[Rotine =l [make ard Female - “ithin miles of Wi SED | posicede 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

¢ 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

42.1

[anaESTHETICS
CARDIOLOGY

[CHEMICAL PATHOLOGY
CLINICAL PHARMACOLOGY
[DENTAL MEDICINE SPECIALTIES
DERMATOLOGY
EMDOCRINOLOGY

G ASTROENTEROLOGY
(GEMERAL MEDICINE
IMMUNOPATHOLOGY
IMFECTIOUS DISEASES
MEDIC AL ONCOLOGY
(CCCUPATIONAL MEDICINE
PAEDIATRICS

RaDioLOGY

[LIROLOG

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 Sefyice 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
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= You can accept or reject the recommendation. If you wish to override the recommendation,

4.2.2

click the Override box and select an Override Value and an Override Reason from the
pick lists

Guidance Oubcume

Sigmodo==opy
Fooukine

Carrid e Reason

Once you have completed this screen, click on = Dbone  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 postcode address (NB:
using the postcode will increase the time for a search for services to occur)

Within miles of | SWE SED | postcode

Once you have completed all the yellow mandatory fields plus any other search criteria
your patient wishes, click on ~ 4ggsst Jervices

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’.
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= 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
Forenare
Service Provider Organisation
Service Provider Location

Specialty | ;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 "##MiltiFle  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

Marne

Cramet, Juskin

Cramet, Juskin

mailing

30 Morfalk Square
Paddington
London, England

Business (020) 33219035

= If you click on YiewMultivle yoy will see the variety of services for that named Clinician
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Wigw Multiple

Consultant - London Acute Trust

Specialist Practitioner - London Acute
Trusk

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

Job Role-Location

Cramer, Justin Consultant - Roval Acute Trust

Cramer, Richard Wiew 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

arkle 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

= Click M99t 3=VIEes 15 see which services your PCT has commissioned that have your
keyword in its DOS entry

4.5. Shortlisting Appropriate Services for your Patient’s Needs

= You will now see the services available for your patient to choose from
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3) Service(s) ! !
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
- London Lower Limb Crthopaedics Clinic N London East Acute Trust Male and Female  Day case  ORTHOPAEDICS | |
- Oxford Crthopaedics ¥ Rovyal Acute Trust Male and Female  Day case  ORTHOPAEDICS —
Advanced Criteria
- Sl vice N Royal Acute Trust Male and Female  Outpatient GEMERAL MEDICIME

= 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 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 offer your patient are clinically 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.

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.

4.6. Directly and Indirectly Bookable Services

=

The columns of services show the Service Name, Directly Bookable and Location.
3) Service({s)
Select Fins Servios Plams Directy Bookable Location
198 EMT ENT Suffol R TS i CHILEy HEALTH CENTRE

A'Y 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.

Click on the Service Name to view Booking Details

Service: ENT ENT Suffolk RT6

Click. the Service Mame link For additional service information

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

Print QK
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= 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 shortlist and select a mix of both Directly and Indirectly Bookable Services for your
patient.
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5 Making an Appointment Request When a Patient Wishes to Make
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 sectionError! Reference
source not found.), click on ' Reauest  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.

Click Add Referral Letter - You can attach your referral letter in Choose and Book

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.

NB: If you do not set a password with your patient before they leave the practice, they
will not be able to complete or change their booking with the CABAL, or the OBS Call

Centre.
Appointment Request 4563-8382-8493
Y our Refersnce Mumber shown above s 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 Fagst, Errol J
Consent to call-back.  You agree that the WHS can contact you by telephone
Reference number:  4563-8382-8493
To be seen by 18 January 2005
Choice of services: To book your appoiniment for any of the services lisied below please
Jollow the bavling instructions undsr the service description. [fyou then
need fo cancel or change the date or Gme of your appointment please also
Jollow the instructions wnder the service description,
= Clifton Gastroenterology Clinic, Cliftan Royal 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.nhsul/healthspace and select “Choose and Boolk™
= Gastroenterology Outpatients, Cheltenhiam General Hospital
o Phone 01242 221 662
o Hours of Operation: Mon-Fri 0800 — 1300
= (Gastroenterology clinic, Gloucester Roval
o Phone 01452 438 876
o Hours of Operation: M, W, F 0800 - 1500
For more information about any of the services listed above please contact us:
B Phone 0845 6088 858
ﬁ Textphone 0845850 2250
[ | . Go to wwiynhs ukihealthspace and select "Chaose and Book”
== Online
= 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.
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= Once you have printed off the summary, you are returned to the summary screen, where
you can again either : © (jpdate person  (S€€ section 17) Or = add Referral Letter (see section
10) or  close

= At this stage you can finish your Choose and Book actions by clicking on = Clese  and you
can then come back later to attach your referral letter

= Close Choose and Book (Click the ﬂ at top right of the window)
= When you close Choose and Book you will return to the GP Enterprise Referral Screen.

1]
= Click Save === to save the consultation

N.B. If you do not save, all data will be lost including the UBRN
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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 Error!
Reference source not found.)

= 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.

17 j 9 [ 20

I )
Suggust Appontnents

= 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 #asst At ang 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
063000 P 87002004 Liverpadl Servica Furead Al Harspital Harris, Rita Day Week Month
05400 Fri 47912004 HEs Hospitalt Rocreal el Harsgatal
0900 Firi 4709200 Lol Service Rocreal el Harsgatal Hwris, Fita
ORS00 Firi 4709200 HE5 Hospitalt Rocreal el Harsgatal

A0:00 Fri 130021004 Lisargaal Servin Rezvpal Aried Hoggatal
A0:00 Fri 1308021004 HE'5 Hospitall Peeral Asried B

= You can use the scroll bartosee 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 ' Bock (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 24t | 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 Subrmik

= 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 Choose and Book to return to the GP Enterprise Referral Screen.

5]
= Click Save s== to save the consultation

N.B. If you do not save, all data will be lost including the UBRN

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

NB: Tell the patient that the hospital will send the patient a clinic letter to confirm their
appointment and give them more details about how to get to the room where the clinic is
being held.
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7 Searching for a Patient in Choose and Book

If you enter Choose and Book via your Choose and Book Home page rather than via a referral, you
will not have selected a patient.

To access the Choose and Book Home Page
= Select Tools at the top of the screen in GP Enterprise

= Select Choose and Book

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

5 Electronic Booking Service - Microsoft Internet Explorer [==1ES]

Help wales, Sue Wendy | Referring Clinician | THE WHITTINGTON HOSPITAL NHS TRUST | Log OLE

Hide Search

(=0 | (HBRE T | TR Worklists | Directary of Services Enquiries  Reports
| Activity List

Advice and Guidance Responses

Rejected Referrals

Outstanding Referral Letters

Date of Birth : Home Postcode ©

! i
Home Address
Advanced Options

& Done B Internet

> [ @) Tnbow - Micros... | 2§ Phase 1 Relea.. /B ElectronicBoo... | (2| GPHakedBaoki..

= 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 Error! Reference source not found.), or you can access enquiries by clicking on

‘Enquiries’ or you can access reports by clicking on ‘Reports’. (See section Error!
Reference source not found.)

'arklists Directary of Services Enquiries Reparks

7.1. Searching for and Selecting a Patient

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

Page 20



End User Manual for GPs using CAB R2.2 and GP Enterprise Issue 1.0 26" September 2005

= If you know your patient’'s NHS Number, click on MHSMumber 5nd then enter the NHS
Number in the box and click on " ssach

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 ( ssarch

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

SuUrname

Faorename ; Gender :

v

Diate of Birth @ Horme Posteode @

{ {

= 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.qg.
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 [ search
= 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 then can 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 (_5each ) ggain.

-

Date of Eirth : Home Postcode

Home Address
House Mumber :

Fost Town © Counky/Country :

Search Date of Birth Range
Other Mame :

% Registersd GF O Registered Practice

Clear Search
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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

] Fermale b

Date of Birth : Home Postcode
13 | |oz
Home
Advancld Options

Clear Saarch
NHS Number : 47600 .. . Marme : WaLES, MRS, SLE
sender : Femals Password
Yiew: Future Sppointments
UBRN Appointment DatefT Referred By Referral

7.2. Logging out of and Closing Choose and Book
= To log out of Choose and Book you click on 12394 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 ﬂ at the top right corner of
the screen.
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8 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.

8.1. How to Request Advice and Guidance

= Find your patient in the normal way in GP Enterprise

= Start a New Referral Encounter by clicking on the New button

= Select the reason Referrals from the All Reasons pick list

= The Referrals screen displays

= Add any further information required @
= Click the C&B button at the top left of your GP Enterprise screen CaB
=

This will generate a UBRN which is displayed at the top of the screen. This UBRN wiill
always be linked to this referral.

U

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

= 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
Error! Reference source not found.).

— Click " Reauest Advice 1 show 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 MiSarvice Directly Bookable Location Staff Mix Appointrer Specialky

shurst Orthopaedics Clinic ¥ Amhurst Acuke Trusk Male and Female  Outpatient ORTHOPAEDICS 23 )3 |

! !

Advanced Criteria

- London Lower Limb Crthopaedics Clinic London East Acute Trust Male and Female  Day case  ORTHOPAEDICS

M
- Ouxford Crthopaedics i Roval Acute Trust Male and Female  Day case  ORTHOPAEDICS
M

- Sloane Service Royal Acute Trust Male and Female  Cutpatient GEMERAL MEDICIME

= Click ~ Request

= Type your request for advice and guidance in the yellow box
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anne Wakefield is a 59 vear old woman who was an inpatient under vour care bwo weeks ago For chest pain and Feeling dizzy. I
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 wou,

— Click ~2dbmit

= You now have the option to print off your advice and guidance request if you wish, by
clicking on ~ Frint " then selecting your printer from your print box.

— Click Close

8.2. 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.

= Select Tools at the top of the screen in GP Enterprise

= Select Choose and Book

H|GP Enterprise Today - National Mode [Salaried General Practitioner]

File Wiew | Tools Reporting Links 1.0.5.

|| e ol o @ @ = | &l & &

Fnd P Setup Practize Inmunisations ripts  Recals Consult Images Graphs |Requests dlerts | Read/DXS Prodiay Scamning

Contacts 3 .
p— - GP Enterprise Today

Add System Problem Headers

Syskem Security Levels

sy et R, Frovess

Process

Practice Setup Registration Results 0
Sat Scanner Receipt Reports 0

Path Results L]
“Choose and Book" 105 Results o

MiQuesk

Mew Patient

Process

= You now see your Choose and Book Home Page

= Click on = Weorkists  t9 see your worklists

H “Chosse and Baok™

|—'-eb MUIR, GA | Beferring Cinician | MCCARTHY 30 | Logas
( Hide Sharch
UDRN. W5 Number  Demograghics Whrklats  Dirnctory of Services. Ercuirins Reports

Ackivity List

Last Refresh 11/10/2008 11:56 Prinit

wen Fulied () Refiral Siatue ABG Gudarcs Subrated Dab Reforer  Paiant hams
I -] [ S o & GlPYLA,

| | 67 ¥ ] oRfinfzo0e MM, GA  SEER

>y Nk Revemed U000 MU, GA T

2 X 3973 ¥ Tk Ry < O8/10/2008 MR, GA  fETORRE

Harme Address oot " pe— PR T
" Mabvaneed Dptiens kA o817 .G aa,

Tubrace e Gasidane e Besgses
* Rejected Referrals
¥ Outstanding Refesral Letters

Last Relresh 11/10/2004 | 1256 Prindt
(L) s Submitted D Service Oven Location Referrer Lead Tme  Patent Name
- ABDLL
U o223m13300 1HIU0M N b RAZAG,
it MARY
ASHFORTH,
MU, G A [herey
Wibbie
Clote

= On your worklist screen, click on Advice and Guidance Reponses
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Activity List
Advice and Guidance Responses
l{ls_l-'}lt:]'ecl:\‘_d Referrals

Outstanding Referral Letters

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

LIBRM
0000-2000-0121

0000-9000-0124

= Click ~»stiens — and select View Advice Request

Update Advice Request
Close Advice Request

= Read the response

X
= Close = Choose and Book or click Switch = to return to GP ENTERPRISE

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 8.4Error! Reference source not found.).

8.3. 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 adiens— and then Update Advice Request

= This now takes you to the Booking Screen where you can select more services if you wish,
or click on Request or Suggest Appointments to progress the booking

= Complete the appointment request process or booking process (see sections Error!
Reference source not found. and Error! Reference source not found.).

8.4. 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 adiens— and select Close Advice Request
j—

This will remove the response from your worklist
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9 How to Create and Send an Electronic Referral Letter

NB: To send a referral letter you have to have completed an appointment request, but you
do not have to have made a booking of date and time.

9.1. Creating Referral Letter

= Find your patient in the normal way in GP Enterprise

= Start a New Referral Encounter by clicking on the New button and Select the reason
Referrals from the All Reasons pick list

= The Referrals screen displays, complete the referral details

B g & & @ & (x

Save CiB Generate Fiiri MNotes crmplates Consult Size Exit
e Template Preview - Read Only
Referred By ¢ ]Dr Sardar Li
I Include Consultants in Picking Lisk
Where : {sum;Em' Lj Date |11nnrznna1 Priority:|4—i|
Read: |No Data Present j
Reason : |

Cepartrment : |Nm LJ
Consultant : |Nm Lj
Hospital : |Nm -
MHS#Private ¢ |HiA - | InfoutfSelf @ |MiA -

ActionDate : | [/

On Letter Show ¢ v Drug Info W Summary Info - Up ko Priority @ 14

[ General Surgery.dot

[ MRI Scan Request.dat

[ ©ut Patient referral dot

D SEETEC REFERRM LETTER.daot

= Select a letter Tem\piate (if no templates are displayed, click the Templates button)

&

= Click on Generate Genee

= This takes all the information from the referral and generates the referral letter, a heading
“Letter Preview” will display above the letter

i 3
Hospital Referral Letter i &

MBS LTI
o i
|
Open [ s v
Delete
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9.2. Editing the Referral letter

= If you wish to change the letter, Point at the referral letter, right-click and select Open from
the menu

= The referral letter will open in a Word document either full screen Word or a cut down
version (depending on your setup)

= Make your changes then save the referral letter (in full Word click Close, and reply with
Yes to “Do you want to save?” message, in cut down Word click Close button)

= You will be returned to GP Enterprise
= Click the C&B button C

= This will generate a UBRN which is displayed at the top of the screen. This UBRN wiill
always be linked to this referral.

= Create an Appointment Request or submit a Booking via Choose and Book

= Click Send ‘=

E3 GP Enterprise Today - National Mode [Salaried General Practitioner]
i Flg Miew Reporting  Links LO.5,  Followup  Help  Mews
Hll C&:B Referral

C&B UBRN: 0000-9000-3370 Referral Letter Not Sent f|
Switch Close

Coe, Sebastian | Referring Clinician | MCCARTHY J1 | Log Qut

l)Referre
Referring PCT - NORWICH PCT Practice - MCCARTHY 1 Referring Clinician - Coe, Sebastian

2) Filter Service By:  Specialty

Specialty: Clinic Type: Staff Mz
IENT _v‘] Access Service Selection IEnt ‘;] |Ma|e and Female __v_]
Priority:
,mlne—;l within miles of | 3A31 3EP | postcode Suggest Services
3) Services Due By i ! 2]
Select Miles = Service Mame = Location Leadstaff Mix Appointment Suagest for Dakes Bebwesn:
[ 20 Roval East Asthima Clinic GUEEN MARY'S HOSPITAL - Male and Female Asthma ?E:"P’ 3 |ylz |tz =0
[ 20 Royal West Asthma Clinic GLEEN MARNY'S HOSPITAL - Male and Female Asthma |5
e 20 Royal Park Morth Asthme Clinic: GLEEN MARY'S HOSPITAL - Male and Female Ssthma DAk ! ! =
4 20 Royal Park Sauth Asthma Clinic GUEEN MARY'S HOSPITAL - Male and Female aia hdvarcet Gkl

Suggest Appaintments

=l Cancel Request Back. ﬁ

= you are returned to the GP Enterprise Send C&B Referrals screen
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el TRE Relerral

Atachaants

tradwaad NHE Trist

‘ﬁ‘ 'gn_r;rﬁ 1] ot |

BN TATINS AT

TemeBak HOTIEL

2 =t g

TramuFT e el £ edéepadient s it b ol wvrgeed < B Qe iTRAT
et komphag d Chedt pure.

s frmr e inas:

Dmp
Tkl

« Bl i,
DG

Bl

[ELFETE TOHE

- CFekrdil doc kb

iy attachments which can no longer be located are indicated with & red
ik, Thesi vl not D cpioadest B K nationad system,

Sared Opbons

Beferral Type: I =| @ Imhude Letter

!.-mHﬁdirdlrfnl Zand I Cancel

9.3. Adding Patient medical information to be sent with the referral

Issue 1.0 26" September 2005

Patient medical information can be uploaded with the referral. This information would be very

useful to anybody looking at the referral on the national system. By default, current patient

medication and allergy information is uploaded.

— Click|

View Medical Info |

The Medical Information screen displays

Select Medical Information to Send

<< T

Ui (i i B B

<l

e e .

Medical Information
Investigations

E aminations

Current Medication
Allergies
Intolerances

Risk to Others
Alcohol Consumption
Smoking Habit
Mon-theraputic Drug Use
Conditions
Diagnoses
Procedures
Medication

Family Histary
Houszing

E mployment

E3)

tem Description

EUEUEUEY

Clarithromycin 500mg mir tablet
Chlorpromazine hydrochloride 100mg tablet
Salbutamol 100micrograms inhaler

Value Date
08/07/2004 00:00
08/07/2004 00:00
08/07/2004 00:00
08/07/2004 00:00

Beclor diprop

ate 200micrograms inhaler

Feset Defaults | LCloze |

= Click in the box next to each item you wish to add/remove
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NB: The button will re-set the selected medical information to Current
Medication and Allergies only.

— Click [_Close ]

= The Medical Information screen will close returning to the Send C&B Referrals window

9.4. Adding Attachments

The referral letter may be accompanied by any number of attachments, up to a limit of 5Mb. The
supported attachment types are:

e Text - .txt
e HTML -.htm
e XML - .xml
e Rich Text Files - .rtf
e Sound Files (Microsoft WAV) - .wav
e MPEG Files - .mpg
e PNG Files - .png
e GIF Files - .gif
e JPEG Files - .jpg
e TIFF Files - .tif
= Click [_Add_]
= Navigate to the file to be attached
= Click [_Open_]
= The selected file will show in list of attachments

9.5. Removing Attachments

= Click on the Attachment in the Attachment list

— Click [Remove |

9.6. Uploading the Letter, Medical Information and Attatchments to Choose and
Book

= Select the Referral Type from the pick list. The referral type options are:
Diagnosis

Treatment

Management Advice

Performance of a Procedure / Operation

Patient Reassurance

Not Specified

= Check the box Include Letter

— Click [_Send_]

This will send the referral letter generated in the local referral across to Choose and Book. Please
note this letter should appear in the left-hand pane. If this pane is empty, no referral letter will be
sent.

Files listed in the attachment list will automatically be uploaded if they have a green indicator.
Those in the list with a red indicator can no longer be located and so will not be uploaded.
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This can take some time, depending on the number of attachments you are uploading. A dialogue
box displays showing the files being transferred.
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10 How to Update a Referral letter in GP Enterprise

You can add additional information to the referral or edit it and re-send the referral letter if you
need to.

NB: If the referral letter is “frozen”, meaning that the referral letter cannot be opened and
updated because it is too close to the time of the appointment, Choose and Book notifies
you. In this situation you should contact the service provider directly with the new
information

= Search for the patient in GP Enterprise
= Select the encounter you wish to edit

= Right click in the referrals window and select Edit this Encounter

Ecp Enterprise Today - National Mode [Salaried General Practitioner]

{ File Wiew Tools Reporbng  Links 10,5 Follow-up  Help  Mews

iy 3o 4.0 o o @ B S|4 [

: FBnd  Popup  New  Quick Imms  Scripks  Recalls Consult Images  GMS  |Reguests Alerts

S o @

-l b
Read/DXS Prodigy Scanning

Patient 4 17 MRS BAILEY, KATIE - 73y 11m (b.14/05/1931) - Perm. ﬂ Book
Encounters Last l

Seen by Dr Fintstone at SURGERY on 13 Apr 2005
© Referral Read Code

Mo Data Present
© Additional Text

& C&B UBRN
0000-9000-5829

Edit this Encounter

Mew Encounter of this Type

Prink this Encounter

Delete this Encounter

haose Type of Encounter ko Add
Cancel Menu

CB UBRH History
© 13/04/2005 000090005329 No Data Present

Practice

Registration Links
105 Transactions j

Cansult I Encounters Find | GP Today |

= Edit the referral if required
= Click C&B icon
L]
= Click 5
= Make any required changes to the Letter, Medical Information or Attachments

— Click [_Send_]

Once you send this to Choose and Book, any information currently held on the booking will be
overwritten by this latest data send.
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10.1. Switching between Choose and Book and GP Enterprise

= When in Choose and Book you can use the Switch =k putton to return to the GP
Enterprise referral screen.

[E1 GP Enterprise Taday - National Mode [Salaried General Practitioner]
File Wiew Tools  Reporting Unks L@.5  Folowup  Help  Mews

Hll C&B Referral

4| X

Switch Close

2 caB UBRN: 0000-3000-3370 Referral Letter Not Sent

= When in GP Enterprise - Click the C&B o8 putton to access Choose and Book

X
= The _a= putton allows you to close down the Choose and Book referral screen and return
to the GP Enterprise referral screen.

= Once you have completed a booking and attached the referral in Choose and Book, GP
Enterprise will hold details of the referral in the encounter.

ol
NB: You must click Save === (in GP Enterprise) to save all Encounter information after
adding or editing an Encounter

= The UBRN and Referral Letter Sent Date display in the Encounter display
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11 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

11.1.To get to your worklists from GP Enterprise

= Log in to GP Enterprise with a Smartcard

= Click Tools and select Choose and Book
= You now see the Choose and Book Home Page with your worklists on the right hand side.

= Click on = Warkists  to see your worklists

11.2.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 who
have 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

11.2.1 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
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Last Activity Date When the last activity was completed on this UBRN by any
user

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

Activity List
Last Refresh 26,/04,2004 11:04
LIERR Fulfilled (/M) Action R
3922-6710-
&34 Y HR
3% )-6710-
T
3922-6710-
B823
3922-6710-

MR

¥
ks KR,
M

= Click on aziens - and select the task you want to perform (e.g. view history or cancel an
appointment etc)

Rebook Appointment
ancel Appointment
View Appointrnent
Madify Referral Letter
Wiew Referral Letber
Wiewn Hiskbory

= You then proceed with the action you have selected

11.2.2 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.
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11.2.3 Rejected Referrals

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

patient in to.
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.

11.2.4 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 unigue booking reference number of the patient

NHS

NHS number of the patient

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
Referrer Name of the referrer
Lead Time The closing date by when you need to have sent a referral

letter

Patient name

Name of the patient referred

= Complete the referral letter as in section Error! Reference source not found.
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12 How to Cancel or Change an Appointment Request

= Log in to GP Enterprise with a Smartcard

Issue 1.0 26" September 2005

= Click Tools and select Choose and Book to access the Choose and Book Home Page

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

= On your Home Page, 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 7).

e Or click on Activity in the Worklist section

12.1.How to Cancel an Appointment Request

= Click the UBRN for the appointment request.

LERM

EIEIEIEI—'SI{‘%:I—DSEE

= Click Adtians = and select Cancel Request

Actiofs...

clateBoak
Cancel Reguest
Cortact
Wiew Reguest
Yiewy History
Make Content Sensitive

= Select a Cancel Reason

Reason:

— Click Cancel Request

[

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

Clinic averrun

I haliday period

Mat specified

Cther more urgent engagemernt
Patient died

Patient ill

Slat cancelled
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= The system warns you that you are about to cancel an appointment

Cancel Alert

The appointment request will be cancelled. Do wou wish bo proceed?

Yes Mo

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

= Click ~ Close

12.2. How to Change or Update an Appointment Request

= Click the UBRN for the appointment request.

LIERM

EIEIEIEI-Q%J-DSSS

= Click Adtins = 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).

= Progress with an appointment request (see section 5.1)

NB: If you delete a local referral, the link to the UBRN will be broken, but this would not
cancel the UBRN request.
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13 Changing or Cancelling an Appointment Booking

NB: Please note that you can only change or cancel an appointment booking for a
DIRECTLY BOOKABLE SERVICE, as only Directly Bookable Services have an electronic
connection between Choose and Book and the hospital PAS system. If you need to change
an IBS appointment, you will need to contact the IBS local call centre on the telephone so
they can make the change in both CAB and in their PAS.

= Log in to GP Enterprise with a Smartcard
= Click Tools and select Choose and Book to access the Choose and Book Home Page

= 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).

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

= On your Home Page, 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 Orclickon = #ctivity List i the Worklist section

13.1. How to Change an Appointment Booking

= Click the patient’s UBRN for the appointment that you wish to change. You will be

2371392309 Khanna, Anand
Male Password : Fountain

Yiew: Future Appoinkments

LERMN Appointment DatefTime Referred By Referral
4551 -7072-491 :00 Shah, Sushila Y
Actions.
“ictoria Service
Cancel Appaintment CAEDI;DLOGY
" . Cardiology

Wiewy Appoirtetnnt Urgent

A Referral Letter

Wiew Higtory

Make Content Sensitive

= 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 to
make the new booking as in section 6.
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= Choose and Book will cancel the old appointment booking automatically when you make
the new booking.
13.2. 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 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

Mat 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 Appoinkment

= Choose and Book gives you a warning message to confirm the action you are about to
take. Click = Yes
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14 Manage Rejected referrals

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.

14.1. Finding a Rejected Referral
= Log in to GP Enterprise with a Smartcard

Click Tools and select Choose and Book to access the Choose and Book Home Page

Click on  ‘orklists - 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 name.

Filter By:
Referrer: I 4 |

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

Lawt Igireah 2086, 5005 11:02 Fran
SubwdiedDuate  Serce Dveide  Reection Fesson Location Reterres Marwed Chrkcion  Paient Hane
- Further nforradion Bow Dadrict
— -*:Tﬂ'—f— B " ety o ik, Jors Man, e Mod, D
a=-n - .
F P s mﬂtmm falr.“[:m:. i, Mk . .

Rejection Cemneents

My thanks for forsarding Arand's pathology remads.
I eiirey OF [ Prppeoiiais, segrdalic blood piclura, phis
wiiht ot ord Gecrenst i appelle, | wolkd sugges!
0 he |5 urgentty relerred 1o a gasiroenieroiogist. | hink
Spevishy  CARDIOLOGY

pecisty Cardology
chap | SErvioe  Wiew Shortlst

Lr Pndies

= If you click on " Adiens | " 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

Issue 1.0 26" September 2005

= You can close the worklist by clicking on the UBRN and then clicking on Rejected

Referrals.
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15 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.

= Log in to GP Enterprise with a Smartcard

= Click Tools and select Choose and Book to access the Choose and Book Home Page.

= 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.

U

= You can search for services by Specialty, or Services or Keyword
CI|Ck Search

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

J

= 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 ~ Frint

kOK

= Clic to return to the list of DOS services
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16 Review Reports and Enquiries

16.1. 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.

= Log in to GP Enterprise with a Smartcard

Click Tools and select Choose and Book to access the Choose and Book Home Page

Click on Repoarts

Select the report you wish to view to open it to see

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

uu Uy

Click on = l#s&  to return to your Home Page

16.2. 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.

= Log in to GP Enterprise with a Smartcard
Click Tools and select Choose and Book to access the Choose and Book Home Page
Click on Enguities

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

R

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 = Frint

= Clickon =2  to return to your Choose and Book Home Page
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17 Updating Patient Details

Issue 1.0 26" September 2005

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 your GP
system or Choose and Book, and if required to update the details with the patient.

17.1. 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 'Undte

then click Update Person

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

Search for patient
Click on the NHS number
Click = Actions

Select Update Person

3. or Click on Update Person Details when processing an appointment request or

booking

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

— Click ~=ubmit

Patient Information and Preferences
Consent to Callback

Yes

Patient Passwor d

Huorme Contack

Method ; | Maito Value ;
wiork Cantack

Method : | Tel Value ;

Selected

and the PDS will be updated

Freferred Langusge
English
Pobile Contack
Methed ; | Tel Value :
Temparary Contack

Method ; | Maie walue :
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