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Online Access
Patient Information
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Information for patients about how to access and manage your care online


Introduction
[image: ]Our Surgery currently allows patient’s access to a variety of services online 24/7. There is no charge for the service. 
The services you will be able to access are;
· View and book appointments with any GP
· View and order your repeat medication
· View your Summary Medical Record which includes a list of allergies and current medications
It is a “read only” service so you will only be able to view and, if you require, print the information. You will not be able to alter your medical record in any way.
Security
Your medical records will remain as secure as they are in the practice however you have control over the viewing of the information by using your unique login details. You will be responsible for keeping these safe. 
You are able to print any of the information you require but once printed you should keep all copies secure and dispose of securely when required. Any printed copies of information are your personal responsibility. 
Patients are reminded to ALWAYS log out of the online services when they have completed their online session. 
Patients should never share their login details. 
If you feel your details have been used by an unauthorised user or you have forgotten your password you should request a new password immediately. This can be done at either of our surgeries or online. You will be required to verify your identity if you request a new password by visiting the surgery. 
Access Types
	Direct Access
Direct access gives you access to your own online services 
	Proxy Access
Proxy Access allows you to have access to another patient’s online services

	Patients aged 16 and above who are capable of making decisions about their own healthcare can have access to their online services.  These patients will be offered direct access. 
A patient aged 12-15 can have direct access to their online services providing they have been assessed as competent by a GP. 

	An applicant can have proxy access to another patient’s online services if;
· The patient is aged 16 or over and lacks capacity to make decisions about their healthcare.
· The patient is aged 0-11 and the applicant can prove parental responsibility.
· The patient is aged 12-15 and has been assessed as lacking capacity to make decisions about their health care by a GP. This is known as NOT being Gillick Competent. 
· The patient has given their consent to allow the applicant proxy access. 
Proxy access must be verified with legal documentation or authorised by a GP.




[image: C:\Users\samantha.crone\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\3HJH23ZZ\Computer-cartoon[1].jpg]Requesting Access
In order to access SystmOnline you need a computer or device with internet access. You can also access SystmOnline using the TPP SystmOnline app that is available on Apple and Android devices.
1. Complete the Access Request forms
	“Application for Access to Online Services”
[image: C:\Users\samantha.crone\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\331DQVTG\pencil-icon-512[1].png]This form must be completed for all applications.

	Section 1 – Your Details
	 Complete your details. You must complete this form even if you want to access another patient’s online services. This is because you must have your own access first.

	Section 2 – Terms of Agreement
	Patients must consent to the Terms of Agreement before the practice can allow access to the services.

	Section 3 - Communication
	 Please tell us how you would like to receive your login details. We may need to send you a verification message before we can issue your login details. This is to make sure we have got the right phone number/email address.

	Section 4 - Consent
	You must sign the form for it to be valid. If you are 12-15 your application will be sent to a GP for assessment of competency in managing your own health care

	[image: C:\Users\samantha.crone\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\331DQVTG\pencil-icon-512[1].png]“Application for Online Access to Services for Another Patient”
If you wish to have access to the online services for another patient you must complete this form as well.

	Section 1 – Patients Details
	This section requires the details of the patient whose online services you would like to access.

	Section 2 – Application Type
	Applicants should tick the type of application they are making. In some cases a GP assessment may be required and a GP will be required to sign the form.

	Section 3 – Terms of Agreement
	The applicant must agree to these terms before the practice can issue access to another patient’s services.

	Section 4 – Consent
	The Applicant must sign the form. 
If the patient has the capacity to manage their own healthcare but would like the applicant to do it on their behalf – they can sign to give consent.
If the patient is over 16 and lacks capacity to manage their own healthcare, a GP must authorise and sign the form.


2. Verify your identity
When you bring the forms to reception you will need to prove you are the person on the application form. This can be done with documentation or by verifying information we hold about you (this is known as vouching)
Documentation
Patients must provide 2 pieces of original ID. One of these must be photographic ID and one must detail your address. A copy of this ID will be taken and kept with your application form. 
Vouching
If you cannot provide sufficient documentation you may be asked questions about your medical history and communication with the practice by reception staff to verify your identity. 
Verifying Identity for Proxy Access
When a request for proxy access is presented, patients must provide ID or “Vouch For” for both themselves and the patient they are requesting access for.

3. Getting Your Login Details
When you submit your request and verify your identity, the application will be sent to our Administration department. If you need to be seen by a GP or there are any problems with your application we will contact you to arrange this. 
[image: ]If we need to verify your phone number or email address you will be sent a message with a link. You will need to enter your date of birth when you click on this link to verify we have the correct details. Once you have verified your details we will send your login details to the email address or phone number that you specified on your application form. 
4. Logging In
Our practice uses a clinical system from TPP called SystmOne so our online services can be accessed through SystmOnline. The links to the login screen can be found on our practice website; www.churchviewhealthcentre.gpsurgery.net
The first time you login to this service we recommend you change your password to something more memorable but equally as secure. 
Booking an Appointment
You can book appointments buy looking under the Book Appointment tab. View the appointment you wish to book and then click on book.
Ordering a Prescription
You can order a prescription by clicking on Medication and tick the items you wish to order then continue. You cannot order online if your medication is not displayed, please ring the surgery. 
Please note that prescriptions can only be ordered up to 7 days in advance and will be available to collect after 2 working days.

Requesting Additional Access
The practice currently accepts requests from patients to view their Detailed Coded Record. The information available will be a summary of all important information that has been “coded” by the surgery, this could include any diagnosis’, medication prescribed, referrals made and other clinical and non-clinical information.
Requests to access this can be made through your existing SystmOnline access by visiting Online Account Management and Manage Online Services.
Responsible Use of the Service
Patients are asked to use this service responsibly. In the case of abuse of the service, the practice holds the right to revoke your access. Examples of irresponsible use of the service may include, but are not limited to:
· Booking appointments you have no intention of attending
· Repeatedly booking and cancelling appointments
· Repeatedly requesting prescriptions that you do not need

Removal of Services
[image: C:\Users\samantha.crone\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\331DQVTG\500px-Stop.svg[1].png]If a patient wishes to remove their access to online services or wishes to remove a user who has proxy access to their online services they must complete the “Removal of Online Access to Services Request” form and hand it back to reception staff. If a patient is requesting a removal of a proxy user they may need a GP to authorise the request first. 
A copy of this document is available in large print if required. 
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systmoenline

Login

If you already have a username and password, enter them here.
Ifyou do not have a username and password, contact your practice to register for SystmOnline.

Username

Password

Help

I've forgotten my password

For any further questions or assistance, contact your practice.

Self.registration is currently disabled by this practice.
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Allmaterials on this webste are the copyright of TPP. Allrghts are reserved. EULA and Privacy Policy.
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