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Logging on & Symphony Overview

Logging on

1. Double click on the Symphony icon

n*

Symphony

If you use Single Sign On (SSO) then your User Name & Password will be entered
automatically. If not, you will need to enter your Active Directory (AD) User Name &
Password

2. If you don’t have SSO, enter Your User Name and Your Password and then click on
Log On...

Sj' Legon to Symphony =

Please select databasze then enter
wour username and password to
acces:s the spstem

Your Database Name

>~ " |2.L|HSusseH Test j
r i Your Uszer Hame
4 _,"" |

Your Pazzword

connecting healthcare |
Logon... | Exit

3. Select a patient on the tracking grid
Patient Names & ED Symbols

Patient Names are displayed in the first column, on initial login the Patient Banner Bar will
display ‘No patient is currently selected’ until you select a patient from the Tracking Grid.

No patient is currently selected
|5 St Richard's ED -
[Search (A | # Filter v 2 Sort =

|B utcher, Bupert

|Duff, John

|G|:|_I.Jette, Jackie

Zereshk. Zoe 14
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Moving your mouse over the patient name and symbols will display details such as
Complaint, Seen By and Overdue Outcomes. Other items can be seen in this example.

Butcher, Rupert, A1004234, Male, 16/12/1982, Age: 38 Years
SRE-21-000107-1,

Complaint: Pain ful Wrist
3} Time in Dept.: 3h 13m
ﬂ Seen By: Dr. Steven Searle
% Location: Minors
g Overdue: Treatment Qutcome,

ICE Outcome

¥, news: 3
E Speciality: Orthopaedic surgery
Chief Complaint: Pain in shoulder / arm / elbow / wrist / hand

If you have a long list of patient’s on the Tracking Grid, you can search for them by either
Forename or Lastname by typing in all or part of the name

[Search [Al+) | #L Filter » 95 Sort v !
Butcher, Rupert E '
Douif, Jakin

Goyette, Jackie

Zereshk, Foe f)'f

Time in Dept.

The Time in Dept. displays the amount of time the patient has been in the department and is
colour coded:

0 - 60 minutes = Green

60 - 210 minutes = Orange

210 minutes or greater = Light Red
720 minutes or greater = Dark Red

Tracking Grid

The Tracking Grid contains the most commonly used DEP’s and it shows what time the
action was taken. These times are colour coded:

Black - Complete
Green - Requested
Red — Overdue

Triage |Proceed?| Clinician | AE Rew | Referal | SPSRew ICE Medicatio|  Treat OTA | Discharg
10:35 10:50 10:50 11:20 11:21 11:06 11:33

10:22

10:37 10:55 10:55 11:19

14:34

11:14
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Patient Banner

The Patient Banner will display demographic information such as Name, Hospital Number,
Sex, DoB and Age. Other information about the patient’'s episode such as Location,
Complaint, Arrival Date & Time and Seen By (if this has been completed) will be displayed.

#% Search | Butcher, Rupert, A1004234, Male, DoB: 16/12/1982, Age: 38 Years
] Details v| SRE-21-000107-1. Minors, Painful Wrist, 23/11/2021, 10:15, Dr. Steven Searle

Moving your mouse over the banner symbols will show details such as Overdue, Speciality
(if the patient has been referred) and Chief Complaint etc.

O]
E Owverdue: ICE Qutcome,
: Treatment Qutcome
@ Speciality: Orthopaedic surgery
Chief Complaint: Fain in =houlder / arm / elbow / wrist
I hand

Details Button

4. To view more demographic details about the patient in the banner, click on the Details
button

i

Details =

Patient Details screen appears; here you can check demographic details such as Address,
Telephone Number & GP Details. If any of these details are incorrect, you will need to change
them in the PAS system, this information is Read Only

5. Click on the Close button

& Patient Details X

Address _

n CuEmE oo Employment Status Unknown Unknown
I Details Occupation
Murzeny/School
| GP Fieligion : Mot Known
Country of Residence :
R9|ati0n5hips Description I Humber ~ E Number - ",
= Ethnic: Group < Wwhite - British
Symphony Patie... 1186 ) Tellw]:
Indicators TrustNumber 41004234 Connen TalH) -
MHS Mumber e )
< > Tel [Mob] :
Numbers
28 BELGRAVE ROAD
Lotoed F86074
; - - LEYTOMN HEALTHCARE 4TH FL...
Allergies | Special Case | Special Meeds 4TH FL OLIVER RD MED CTR
75 OLIVER ROAD
E11 30w LEYTON LOMDON
Sin  Pew Episode =| TelHI: E105LG
Lo 020 84308181

o Tellw]: J Begum

G8931650
Patient \wizard | Ha, : GMF CCG : A3AER

Last modified by Ely-harriskd, 23/11/2021 10:16

6. Click on the Clear Current Patient button
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Search Button

7. Click on the Search button

% Search

NHS!

University Hospitals Sussex

From here you can search for a patient that is not currently in the department.

8. Click on the Cancel button

S# Patient Search O
prbandon the curent Search For A Patient
CRErAtan. Enter patient zearch criteria.

Surname Date Of Birth Mumbers Paostcode

I I | |

Forename Gender Age +{- Unitz

| | ﬂ ’_ Wears

| Trust Mumber | Gender | Surname | Forename | Date OF Bith |Address
<
LCancel

Enter Search Criteria and Choose Find'

Data Entry Processes (DEPSs)

NHS Foundation Trust

Under the Next Action menu lists all the available Data Entry Processes (DEPs). You would
use a DEP to record and complete information for the patient throughout their ED stay e.qg.

Triage, Diagnosis, Referrals, Discharge etc. You can search for a DEP to save looking

through a long list. Please ensure you have the correct patient selected.

Mext action x

ED Epizode

Fg Yiew eTriage
GF GP Connect
%_'1_" Post-Reg Triage
i3 Expected Treatr
gg Chief Complaint
M, MEWS2

& Seen by Clinicial

ﬂ Specialty Senior
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Change Hospital Site

If you have the permissions, you can change the hospital site.

9. Select the current site drop down e.g. St Richard’s ED

FH St Richard's ED -

10. Select a different site

SkH St Richard's ED

~  5tRichard's ED
5t Richard's UTC
Worthing ED
Worthing UTC

New site will be displayed.

Update Patient’s Location

NHS!

University Hospitals Sussex
NHS Foundation Trust

You can record and update the patient’s location from the tracking grid. Please ensure you

have the correct patient selected.

11. Select the Locations drop down arrow
12. Choose a location and click on OK

&9 Update Patient's Location O X

Pleaze confirm changing Duff, John location to Triage’ at the
date and time shown below.

Date |23 Movember 2021 j Time |‘|3:30

T Locations .
£ Left Department
@ aiting Fioom
* C13RED Majors
i 019 Red Minors
. i C19 Resus
- £00 COU Chairs

bimors

Faed Area
w7 Majors 1
-3 Majors 2

13. Icon updates on the tracking grid

EEL
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Filters
You can use the Filter button to filter the tracking grid e.g. by Location.
14. Select the Filter drop down

Filter =

15. Select a filter and if the filter has a sub section then you will also need to select this e.g.
Location>Triage

e Filter| v 9 Soit v § A | age | NEWS | PEM
i w | 3

All |
Location » Left Department
Waiting For b Waiting Room

Seen By... C19RED Majors
Duration In Department » C19 Red Minors
Majax C19 Resus

Care Groups » CDU Chairs

Service Patients Triage

Default Filter Minars

Advanced Filter... » Paed Area

The tracking grid will change to show the filter you have selected e.g. We’re now seeing
patients with a location of Triage

|Search [Al+G] | ¥, Filter v 45 Sort ~ BX
Duff, John B ET
Zerashk, Zoe 12§ ET

To take the filter off:

16. Select the Filter drop down
17. Select All

£, Fiter v 3 Sot v I |
Al

All patients are now shown.
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Sorting
You can use Sort to change the order of the patients on the tracking grid.
18. Select the Sort drop down arrow

‘;I:u': Sort *

19. Select a sort option e.g. Age

& s A @ | #
Age
Alphabetical
Arrival Time
Care Groups
Lecations
Seen By
Tirne in Department

Triage Category
The tracking grid will then be sorted e.g. by Age.

Age
38
47

Thy

32y

103y

You can also click on the Sort button once you have chosen a sort option and this will sort the
tracking grid ascending/descending order as you click.

Nursing Obs

20. Select the Nursing Obs button

W Nursing Obs

Observations can be viewed and edited from this screen.

TUE

10:35

200

290

280

270

260

260
45 240
44 230
43 220
42210
41 200 100
40190 90
33180 80 ﬁ
38170 70
37 160 B0 =
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21. Double click on an observation icon to edit it

¥]

Access to editing observations will depend on your access rights.

22. If you do make any changes, click on Save or click on Cancel to exit without saving

S Edit Nursing Observation X
Thiz will dizcard changes Edit N ursing Observation
made to the observation ) .

walie and exit to the the Edit Dupgen Saturation

N_ursmg Obzervations Dwpgen Saturation (2]

dizplay.

LCancel | Save |

23. Click on the Tracking button to return to the Tracking grid

¥ Tracking

eVIEW

24. Double click on a patient from the tracking grid or click on the e-VIEW button

B1 e-VIEW

All the previous episodes for the selected patient are displayed in e-VIEW in date order.
25. Click on the Tracking button to return to the Tracking grid
Tools Menu

26. Click on the Tools button

4 Tools -

From the Tools menu you can Print the Frontsheet and Labels

Access to other features such as Locked Records will depend on your level of access.

! Print...
Reports... Ctrl+R
Locked Records...

27. Select Print...

¥ Tools |- .

| Print...

The Print Jobs dialogue box appears.

From the St Richard’s ED folder, you can select print jobs such as ED Summary,
Frontsheet, Label Sheet & GP Letter.
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Please note: these are just an example for training purposes and names may change in the
live system.

S# Print Jobs O *

wizh ta print aut for the

Chonge the Print Job pou ‘ Print
achive patient.

Choose the Print Job wou wish to print aut for the active patient.

Print Folder/Job Name

& Print Jobs - System

SUMMary
iy wristband
4 Print Jobs - 5t Richard's ED
_‘_J'| ED Summary
_‘ﬁ Frontsheet
_‘ﬂj" Label Sheet
Test GP Letter
_‘ﬁ Wristband

28. Select a print job e.g. Frontsheet, Label Sheet etc.

The Frontsheet can be printed manually from here by clicking on the Print button, however
this will print automatically for 999 episodes after the episode is added to Symphony

Errirt |

e-AUDIT

29. Click on the e-AUDIT button

| &2 e-AUDIT...

e-AUDIT can be used to search for patients that have attended ED on specific dates. This is
covered in another crib sheet.

S e-AUDIT O b4
Click to abort this process Attendance Dates and Details
C‘".‘d echt the e-Audit Specify the patient details to search for and/or the attendance date range to search in.
wizard,
Department(s) to search in: | w5 Fi 0
[~ Select All Departments St chhard sUT
‘worthing ED Y]
Patient Details
Humbers Farename Date OFf Birth
Sumame Gender Age +/- Tears
| | =]

Attendance D ates
W Ornly retum patients with attendances within the following range
Arrived on or after

|23 November 2021 ] [oo:o0
Arived on or before
|23 November 2021 | 1332

Search Results Output Format
(« Listof Attendances Listof Patients  Count [ Include diagnosis information

Search From

=

LCancel Nest» | Search |

eTraige

All patients that have booked in through eTriage will display on the tracking grid with a
Gameboy Icon and an eTriage PDF DEP will appear on the left

5

Created by UHSussex Clinical Systems Training 9 of 10 03/22



NHS!

University Hospitals Sussex
NHS Foundation Trust

30. Click on the eTraige PDF DEP

=" eTrage PDF

The eTriage PDF opens with all the information from the booking request available to view.
31. Click on the X to close this window
Admin will also have to do a eTriage CPIS/SCR Check for all paediatric/adult patients

attending the ED and registering through eTriage. This will be completed using the eTriage
Admin DEP (please see crib sheet for further details)

& eTriage Admin

A&E Alerts

When a patient has an A&E Alert it will show with a Special Cases icon e.g. CP for Child
Protection Plan (as shown in this example). When you hover over the icon it will show the
details, these can also be seen on the patient banner (on the right) and from the Details
section (button on banner) These alerts are added by senior admin staff on the PAS as well
as Symphony.
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