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SYMPHONY — REGISTER A NEW PATIENT

Only register a new patient record if you have exhausted all available search options and you are
sure that the patient does not exist on the system.

See the Search for a Patient guide for details on how to search for a patient. Only follow the
instructions below if the patient cannot be found.

Clear all search criteria and click | The Patient Registration Wizard window opens
on the Register New Patient

button on the Search screen S8 Patient Registration Wizard O *
Hame ‘ Name
Forename Title
| | =
Surname Age
| |
Date OF Birth Marital Status
| | =

Sex

| x| B ePCs@
Middle Name

Cancel | HMext> Finish ‘

FatigntForenamne

Complete all fields
P For fields with an arrow _:l , click on the arrow then select the

correct option from the list

You do not need to enter the Age as this will be calculated
automatically based on the date of birth

Click the Next button The Address screen displays
Hests o
Widdress Address
[ oo [ [ wn
Address Type Home T elephone |5 this an Address Move?
| El 3 =]
Address Mabile Telephane
| \
l— ‘Work Telephone
[—
S Address Type O *
Fostcode o
Permanent Address
s Temporam Address
Lo Mailing Address 7
LCancel ‘
LCancel <Back Hext> Einish |
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Select the Address Type then
click OK

Note:

If you are entering an overseas
address, click the Cancel button
and enter the address manually

Remember to use capital letters
appropriately

The Search for Address screen displays

If the patient has no permanent address (homeless, travellers)
enter No Fixed Abode into the first line of the address and enter
2799 3WZ as the postcode

Type the postcode in the Search
for address containing.... field
then click the Find button

A list of addresses matching the postcode displays
If the postcode is unknown, type in a partial address

e.g. 27 Stanford Avenue, Brighton or Heath Road, RH but not
the street alone — e.g. not London Road

Highlight the correct address
from the list then click the Select
button

The correct postal address appear in the address fields

S# Patient Registration Wizard m] x
Wddress Address
BANTHAM. Jeny, Male. DoB: O1/05/1367 [5dyrs)

| e | [ | Craen

Address Type Home Telephone: Is this an Address Move?

[Femanent Address =l [ -

Addiess Mobile Telephone Address Start Dale

[12 &com Avenue [ |15 October 2021 |

’7 Work Telephone Address End Date

T E— [ [15 cwber 2021 =]

E-blail Address
Postcode
BN1 Gez]
Cancel ‘ <Back Nests Finish |

PatientPostcode

Type in the telephone numbers
then click the Add button

PHONE NUMBER FORMAT

Please ensure the numbers:

do not have spaces in and
contain no text

as this causes issues when this
data enters other Trust IT
systems, leading to delays and
clinical risk

The address will show in the white box at the bottom of the
screen

S# Patient Registration Wizard m] X
Address Address
BANTHAM, Jery, Male, DoB: (11 /05/1357 [54yrs)

=1 [ [ ceani

Address Type Harne Telephane I this an Address Mave?

Address obile Telephone Address Start Date

[ [ [15 October 2021 -

[ WokTekphoe Address End Date

— [ [15 October 2021 |

E-Mail Addiess

Postcode

Permanent Addiess, 12 Acom Avenue, Brighton, BN1 BAZ, 01273555656, 07979 . 1641042021

Cancel <Back e Einish

PatientCelphoneMumber

If you want to enter another address, select another address type
and repeat the steps directly above
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Click the Next button

The Details screen displays

| S# Patient Registration Wizard

PatientEmpl atu Details
| |
Employment Status Ethriic: Group
= =
Oceupation Comments
Murzery/Schaal Accommodation Status
=
Redigion Spoken Language
= =
Courtty of Residence Overseas Status
= =
E11 Number S6 Employment Status m}
..... Employed
Other
Retired
Self Employed
Student
Unemployed
Cancel | oK |'Sh
|
Complete the fields then click on | The GP screen displays
the Next button
S8 Patient Registration Wizard X
B | GP
|5 this a GP Move?
Find GP | IND ;I
Cancel <Back | Hexts I Finish
Click the Find GP button The GP Search screen displays
s [m] X

S; Search For A GP

EP Sumame (first characters or entire suiname] Search

Select GP & Practice

Select Practice Only

" EP P s R E e D et e
( Close

far
GF Practice Code [Format: 412345/ Frestext]
[~ Search on 'Sounds Like'

Add a Temporary Practice and/or GP

GP Suiname

| GP Initiaks | Fractice Address

TN
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Enter the GP name and/or part
of the address in the relevant
fields then click Find

Note: you can only put one part
of the address — e.g. High Street
or Battle but not High Street,
Battle so if you get too many
results one way, try another and
if you can add the surname of
the GP as well, this will help

A list of matching GPs displays

Click on the column header to sort a column in alphabetical order

o

| S¢ search For a GP m} *

Enter
GP Sumame (first characters or entire surname]

and/ar
GP Practice Address [any known parts of the address)

Search

Select GP & Practice

Select Practice Only

a Add a Temporary Practice and/or GP

hd/or
GP Practice Code [Format; 412345/ Freetest]

| [~ Search on 'Sounds Like' L=
GP Surhame ‘ GP Initials ‘ Practice Address A
FABRE CO& LYNDFORD MEWS, 23 HIGH STREET, EAST HOATHLEY, . BNB EDR
STEWART FK LYNDFORD MEWS, 23 HIGH STREET, EAST HOATHLEY, ., BNBEDR
WRIGHT DS LYNDFORD MEWS, 23 HIGH STREET, EAST HOATHLEY, ., BNBEDR
ABAZIE oo THE SURGERY. 25 HIGH STREET. TOLLESBURY. MALDEN, ESSEX, . CM3 8RG
ABDIUL A5 THE HEALTH CENTRE. RAINHAM HTHY LIVING CTR, 103-107 HIGH STREET. RAINHAM. KEN
ABEDI MK A THE SURGERY. 340 HIGH STREET. ENFIELD. ., EM3 4DE
ABOOBAKAR B THE HEALTH CENTRE. HIGH STREET, DODWORTH, BARMSLE'Y, . 575 3RF
ABRAHAMS RC BRIDGE COTTAGE SURGERY, 41 HIGH STREET, WELWYN, HERTFORDSHIRE, , ALE 9EF

ACCESS DIVER... KIRK HOUSE, 97-107 HIGH STREET, YIEWSLEY, WEST DRAYTOMN, MIDDLESEX, , UBY 7HJ

ME BRIDGE COTTAGE SURGERY. 41 HIGH STREET. WELW'YN, HERTFORDSHIRE. . ALE EF

AGARWAL KN 87-89HIGH STREET, RISHTOM. BLACKEURN, . . BE1 4LD

AGARWAL U THE SURGERY_HIGH STREET, CHESLYN HAY WEST MIDLANDS, [ W5E 7AR

AHMAD 7] THE LIMES SURGERY, 172 HIGH STREET. LYE. STOURBRIDGE. WEST MIDLANDS, . D3 8LL &
< >

<<872>> match(ez] found

anEnT

Also note: If the GP is not known, type Unknown in the GP
Surname field

Highlight the correct GP and click
on Select GP & Practice

The GP Details are recorded

Click the Next button

The Relationships window displays

Relationships ‘ Re|aﬂ0nships
[ [ [ e I
MNOK Type Address Relationship
‘Pmmaly j | | j
X ‘work Telephone
Copy from patient
Forename Home Telephone
Surname Posteode Mobile Telephone
Title:
LCancel <Back

Complete the relevant fields
then click the Add button

If the NoK'’s address is the same as the patient’s, click the Copy
from Patient button. If the NoK’s surname is the same as the
patient’s, click the Copy Name from Patient button.

Do not add more than one NoK as Careflow’s Master Patient
Index (MPI) can only store one.
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Click the Next button

The Indicators window displays

& Patient Registration Wizard

Clear all fields in this
screen

Allergies

Indicators

Special Case Comments

Other &llergies

Special Meeds Permanent

Special Case Indicators

LCancel

=l

<Back

Hext> I

=

Einish

Click into the Allergies field then
select an option from the list of
allergies in the left-hand column,
clicking on the

33
button to

move the selected option to the
right-hand column.

The Allergies window displays

Sﬁ Allergies

Adhesives
Anaesthetics
Antibiotics
Azpirin
Cephalosporing
Codeine
Elastoplast
EMF Hypersengitivity
Foodstuffs
Insect Bites
lodine

Latex

Lignocaine "]

Maone Knowr

LCancel | |

If you have selected something in error, click on the item in the

54

right-hand pane then click the
the item out of the selected list

‘ button to move

Repeat until all allergies are
recorded then click OK

The Special Case Indicators window displays

B+ Special Caze s
-~ Abusive

Advance Directive

Asthma

Biork Shiley Valve

cdif

Child Pratection Plan

[Diabetic

Domestic Yiolence victim

Falls Risk

Haemophiliac

Hereditary Angioedema

Hozpital Hopper

Lasting Power of Attarney W

Fitz

2 <

Lancel | |
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Record the Special Case Indicators like the Allergies and type in any appropriate Special Case

comments.

Click into the Special Needs
Permanent field, if required, to
record values then click Next

The Numbers window displays

S Patient Registration Wizard m] s
Humbers Numbers
Murmber Status
=l =1
Cancel <Back Hests Einish

You must not allocate any numbers.

Symphony will pass the new record to Careflow, the Trust’s Patient Administration System (PAS),
which will allocate a Trust ID number.

Click the Finish button to skip
the Numbers window

The Patient Details window displays

S# Patient Details

*

Address _

. Sumame Forename Emplopment Status - Miss Sarah Bantham
Details Occupation Daughter
Kurserp/Sehool 12 ACORM AVENUE
GP Feligion
— Country of Residence : ENGLAND [UK) BRIGHTON
Relationships - ETf Mumber -
PS | Desorton [ Mamber | £ 0 B BN1 47
Spmphory Fatie.. 1053 el
" Comments ellw)
Indicators TelH): 01273555555
— NP 5 Tel (Mob)
Numbers
12 ACORN AVENUE
BRIGHTON Haz060
Bllergies | Spevial Case | Specidl Needs mgagﬁv&sunasw
EN1 EAZ None Known
TelH] : 01273555555 PARTRIDGE GREEM
New Episode « | Tel (Mob]: 07979777777 RH138HR
_ Tellw)
POOLED LIST Henfield
[E] 67119783
Patient Wizard | Hé: QN COG : 70F
Modified in current use [by train]

Click Close

The Close button selects the patients and puts them in the

Patient Banner.

& Search | Bantham, Jerry (Mr.), Male, DoB: 01/06/1967, Age: 54 Years
EF Detats +

+ [tocations = | gae-avoi. |3 oo

(et sctin [ opa Suner
I Il

lwe Fiterw ¥7 Sopw [0 08 OrcadDga-0

— .

If you ever want to close the Patient Details window, without
putting the patient into the banner, click on the X close Patient

Details window icon, top-right.
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