NHS

The Newcastle upon Tyne Hospitals

NHS Foundation Trust

Add a Referral and Schedule an Appointment — New

Patient using SchapptBook
Scenario . .

In this example we will be adding a GP referral, giving the patient an appointment using

SchapptBook for a patient new to our Trust.

Instruction
Adding the Referral

N

Click the Appointment tab to add the referral with an appointment
Complete the Appointment Type field — click the Ellipsis to view all appointment types for your

service (note you can type the first few letters so that you see a filtered list of appointment

types)

3. Select the correct Appointment Type and click OK
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type:

Appointment |ocation

Patiert name:

Click the Ellipsis to view all

appointment types

(You can type the first few letters of the
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Ellipsis to fitter)

type prior to clicking the

[

n.] Appointment Type Help

B e B B B B BE BE BE B E BE BE B B B

Appoirtment Type

NEURO ENDOCRINE TUMOURS CLINIC F/UP

NEURO ENDOCRINE TUMOURS CLINIC NEW

NEURO ENDOCRINE TUMOURS POST DISCHARGE

NEURO RADIOLOGY F/UP

NEURO RADIOLOGY NEW

NEUROLOGY 1st EPILEPSY SEIZURE F/UP

NEUROLOGY ATYPICAL PARKINSONISM CRESTA F/UP
NEUROLOGY ATYPICAL PARKINSONISM NURSE CRESTA F/UP
NEUROLOGY ATYPICAL PARKINSONISM PALL CRESTA F/UP
NEUROLOGY ATYPICAL PARKINSONISM PH CRESTA F/UP
NEUROLOGY ATYPICAL PARKINSONISM SALT CRESTA F/UP
NEUROLOGY BOTOX / HEADACHE F/UP

NEUROLOGY BOTOX / HEADACHE NEW

NEUROLOGY BOTOX / PROCEDURE F/UP

NEUROLOGY BOTOX / PROCEDURE NEW -

m.|»

q_ oK —)[ Cancel
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4. Click the Ellipsis Button for Patient
Name to open the search window
where search parameters can be
entered

Elﬁ%}%

Appointment

Click the Ellipsis to

*Appointment type: search for your patient

NEUROPHYSIOLOGY TEST NEW

*Appointment location:
[RVNELRCPHYSIO]

*Patient name:

5. Search for your patient. If you do not have an NHS number or MRN number, enter your
patient’s initials and DOB; clicking Search to look for your patient — please see the guide Search
Techniques for tips on correct search methods. Click the Add Encounter button if your patient is
found, if not Add Patient and follow this guide to complete demographics — you may need to
refer to the How To guide Add or Update Patient Demographics

£ Patient Search

(=]

MAN:

Deceased Mame

Surname:
z

Faorenarne:
E
NHS Mumber

DOE:
15/071975 = B

Gender.

NHS Number  MAN
g ZZZHOLD, ELAINE

Gender DOB Age
91459627 Female 15AJUL7S 42Years

Address  Address (2]
18 Kimberley

4|

1 g b

Nio encounters found,
FIN MER

Age:

Facility:

Patient

Patient Not found?
Follow the process
to Add a Referral

Registering a New

Patient Found?
Select your patient
and Add Encounter

—

Ok

| [ cem | [ e

Add Patisnt

AddEncoun‘ter ! tdodify

.

DO NOT REGISTER A NEW PATIENT UNLESS YOU HAVE FOLLOWED THE

CORRECT SEARCHING TECHNIQUE (See How To guide for Search Techniques)

6. Select Yes to the question Is this a Waiting List Encounter
(even though you are scheduling an appointment at the next

step)
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7. Select Outpatient Referral from the dropdown list
and OK

A Available Conversations

Please select the conversation you would like to use:

Dutpatient Referral

8. This will open the Pathway Type dialogue — select 18 week Pathway from the dropdown, click
OK - Note if you are adding a maternity referral, please select the Maternity pathway
9. Yes this is a New outpatient appointment (as opposed to a follow up appointment)

Pathway Form - New Episode [ = || &1 [

Using the Correct Conversation @

Is this a Mew outpatient appointment

I Yes I ) Mo

10. A warning will ask if you are absolutely certain this is a new patient you are registering. If you
are uncertain that this is a new patient, select Yes - please refer to the How To Guide “Search
Techniques” and search for your patient again. If however, you are certain this is a new patient
that hasn’t been seen at this Trust in the past, select No

The Outpatient Referral window will open (you have been temporarily taken into
PM Office to add the Referral details. Once you have added the Referral details,
SchapptBook will re-open) — COMPLETE THE REFERRAL DETAILS

All yellow fields are Mandatory fields. You must complete these fields in order to
add the referral.

However, you may not know some of the details at this stage (for example ethnicity
and UK residency. Setting these to unknown statuses can be changed when the
patient arrives for their appointment).

Reference No: SCHO04/EH/V1 Date: Oct 2017
IT Training, The Newcastle upon Tyne Hospitals NHS Foundation Trust



€ OQutpatient Referral

MHS Mumber:
11. Add the Patient NHS Number if applicable .

— although this is not a mandatory field, if

9% Add NHS Number
if applicable to this
patient

the patient NHS Number is known, it Surname:
. ZZZHOLD
should be added to the patient record
. . DOER: Original Dob:

12. If you had searched for your patient using | jc,g7pas = o] e EE]
- . = =
initials and Date of Birth, you must
complete the patient Surname and First Elfie Ee s Bt e
Name | () )

| 01, White - Britizh N
02, White - lrish
03, White - Any Other White Back
. . . 04, Mi:-:ed -\N'hite and Black Ca[
13. The next field to complete is Ethnicity, 05, Mined - White and Black Afr If the ethnicity is
. 0E. Mixed - White and Aziat k lect 17
select 17. Other — Not Known this can be 07. Mixed - Any Other Mixed Ba~_Unknown, select 17 -

Other Not Known - this
can be changed when
patient arrives for their

appointment

. . . 08. &gian or Agian British - India
changed when the patient arrives for their 09, Asian o Asian British - Pakis

. 10. Asian or Azian Britis
appointment 11 fasian - Ay Othe
12. Black ar Black British - Cani
13. Black or Black British - &frica
14. Black - Any Other Black Bac
15. Other - Chinese

LIt s | P | L I e

gddress 2 | City

14. The UK residency field should be set to Unable to Validate at this stage, if you are unaware of
the residency status. When the patient arrives for their appointment this will be updated to
demonstrate the actual residency status and NHS eligibility

Ethnic Category: Firzt Language:
17. Other - Mot Known -

Select Unable to
Validate for the UK
residency, this will be
changed at Check In

LK

GP Details:

Resident f
a ~  Crackett, Geoffrey

al

or 12 Months %
date]

‘Waiting Times and Status

Home Phone Mumber:
01911234567

I abile Phone Mumber:

GP, Telephone Mumber and Address
have previously been recorded but can
be changed if necessary following the
relevant guide

Address Organizer

Begin effective date | End eff4
29/u0/207 Indefinitg

15. The Administrative category defaults to NHS — this has populated from the UK residency field.
This can be changed if appropriate. Cat2 is usually an outpatient medical report — or someone
who has been referred by a solicitor for medical reports or assessments — diagnostics — no
treatment. Amenity is a where a patient who is having NHS treatment has requested an ensuite
room / private room

The next field to complete is the GP. You must associate a GP Practice with the

patient GP, otherwise the referral cannot be saved.
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GP Practice Search

1. Inthe GP Details field, type the name of the GP you GF Details: _ I wish to find and
«Multiple M

crackety

click the magnifying glass to search

2. Inthe top part of the screen, select the correct GP
3. At the bottom of this screen select the correct GP Practice — click OK. This will complete both
the GP and the GP practice

1
& Clinical Staff Selection =N BR[|
Sumame: Farename: Suffie
crackett -
Title: Blias: Alias type: ‘ Mew Clin Staff ‘
Bl ] g
User Name

Limit by group

| Mo data fitering
] Limit by arganization 7| Mo data fiering

Limit by positian

Lirit by relationship

[/] View Clinicians Dnly

[Pasitions [Username [ |

{ Select the Practice - not \

I selecting the Practice will result |

in the GP being added, but not

A [ Organisation | Address [ Phane | iz | the practice. The referral cannot

be saved if you do not associate
the practice

MIDDLE CHARE ..
MIDDLE CHARE
CHESTER-LE-ST... 01915347654 B.. G9609226 Eder...
COUNTY DURH...

A\ Eng\and Business

1 MIDDLE CHARE

J—

g

The GP details are now populated on the patient record

GP Practice:

Erackett, Geoffrey MIDDLE CHARE MEDICAL

Reference No: SCHO04/EH/V1 Date: Oct 2017
IT Training, The Newcastle upon Tyne Hospitals NHS Foundation Trust



Telephone No.

@ Although not yellow, this is a mandatory field. If the patient has a mobile number

but not a home number, you should add NK into the home number field and the
mobile number into the Mobile Phone field.

1. The options are Home Phone / Mobile phone / Work Phone. If the patient phone
number is not known, or they do not have a telephone, YOU MUST ENTER NK into the
home phone field. Do not add a series of digits or a mobile number into the Home
Phone field. If the patient has a mobile number but not a home number, you should add
NK into the home number field and the mobile number into the Mobile Phone field as
this assists the DNA Reminder Service.

FPhone Mumbers Must be Mumeric Only E.g. 2330000 or 0191233000

Home Phane Mumber: ‘wiork Phone Mumber: Extension: tobile Phone Mumber: Altemate Phone Mumber:

Reference No: SCHO04/EH/V1
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Add Patient UK Home Address — see the How To guide to Add or Update
Patient Demographics to use alternative address formats

@ A patient address can be updated using the QAS (Quick Address Search) or free text.

A patient can have a home address (their permanent residency) or a temporary address
(where they are living for a fixed period of time and then returning to their home
address). A temporary address should have an end date if known. A patient may have an
overseas address, prison address or a protected address . Follow the relevant process
in the How To guide Add or Update Patient Demographics

1. To add the patient’s home address select the Add icon in the Address Organiser field
2. The Address Viewer will open - click Address Search

-‘1"-'2|de33| Referral Detailsl Guardian/Parental Responzibility I Waiting Times and Statusl \

— Phone Humbers Muzst be Mumeric Only E.g. 2330000 or 0131233000
Haome Phone Mumber: e blsab = Extension:

1911234567

Address Viewer Form v2 (New Add... | = || = |[ 23 |

-

* Address Tope:
Horne: - o

* Residence:
UK Residence -

.
Addiess Search
ECEG e T 1= Humber:

Building Mumber/Strest Name;

Localitn/ilage

Ok ] [ Cancel

The QAS Address Search will open

3. Type the patients Postcode and press the Select button

Qs

s
S iy i
- type Postcode K Select _J

1

LB

4. Alist of addresses will display with a range of house numbers (check the street name). Highlight
the relevant house range then press Select to open up a list of house numbers, again Select the
correct address
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5. Once the QAS Search window is complete with the patients address, press Accept — click OK to
close the search screen and save the patient record

(3] QaS Search |
Q & [ =
Ernler banlding rumies
|

‘ [ = —]‘] Cancel

®

preferences to “Show Previous Addresses”

Address Viewer Form v2 (New Add... EI@

* Address Tepe:
Home

* Residence:
UK Residence

Address Search

Building Mame/Flat Number:

Building Hurnber/Street Mame:

-

Locali/ilace:

Guardian/Parental Responszibility | ‘W aiting Times and Status

When you add a referral for the first time, why not use the opportunity to set your

— Phone Mumbers Must be Mumeric Only E.g. 2330000 or 0791 233000

Home Phone Murnber: “whork Phone Mumber:

Extension:

obile Phone Mumber:

015911234567

Address Organizer:

Alternate Phone Murg

FRICAVIRIC AR

Address Type | Street Address Street Address 2 | City

oo~ [

MNew Address...

Correct Address...
Remove Address

Show Previous Addresses

ow Address History

Ctrl+T
Email &ddress:

Cancel

Right Click in the address
area

Select Show Previous
Addresses

prmunication Format:

-

definite

Referral Details Tab:

®

There are mandatory fields on the Referral

Reference No: SCHO04/EH/V1

Details tab to complete

IT Training, The Newcastle upon Tyne Hospitals NHS Foundation Trust

Date: Oct 2017



Referral Details

UK. Resident for 12 Months?: Country of Residence: Administrative Categony: GP Details:
Unable to ¥ alidate - * MHS »  Crackett, Geoffre

Ad'ﬁsl Referral Detailsl GL}rdian.-"F'arental Reszponsibility I ‘wiaiting Times and Status
> Ar—

Fhone Murmbers Must be Mumeric Only E

Home Phane Mumber: whork Complete the Mobile Phone
01911234567 Referral Details

Addresz Organizer:

[ gz | om || o

From the Referral Details Tab, complete the missing fields:

Source of Referral: Where the Referral has come from. If the referral has come from:
o Patient GP — use GP Referral and the Referring Clinician field will auto-populate
o A consultant within our Trust, or another Trust but who isn’t an A&E Consultant—
use Consultant (NOT A&E) Referring to a Different Consultant
Referring Clinician: If a GP has referred, this field will auto-populate. If not GP, use the
magnifying glass to locate the referring clinician typing the surname and first name of the
referring clinician. If the referring clinician is not found, use NotKnown — Referring Clinician
Not Known
Priority Type: Routine or Urgent
Booking Type: Full Booking
Refer To field —Select the staff group (eg. Named Consultant, Pooled Consultant etc)
Lead Clinician: Type the Surname of the Lead Clinician, click the magnifying glass, double
click to select the correct clinician
Treatment Function: Select the correct treatment from the dropdown list
List Type: Service (OP)
Referral Received Date: The date that the Referral was received within the Trust
Pathway Issuer: If you are adding a Tertiary Referral, you will need to complete this field:
o If the patient has been referred by a department within NUTH, type THEN and select
The Newcastle upon Tyne Hospitals NHS Foundation Trust
o If the patient has been referred by an external organisation, type the name of the
referring organisation and select from the list
o If the patient has been referred by their GP, this field will auto-populate
RTT Status: the RTT Status default to 10 for a first, new appointment — this may need to be
changed for example: 98- Activity Not Applic to Treat Period for all referrals that are
excluded from the 18 week pathway eqg. maternity

Addrasi Referal Details BEuardian/Parental Responsibiliy | Wailing Times and Status

Source of Referral FRieferring Clinician: Pricrity Type: Booking T ype:

GF Refenal +  Ciackett, Geoffiey Routine v Ful booking -
Reter Ta: Lead Clinician: Treatment Function: List Type: Main S pecialty:

1. Named Consultant v Lai, Hom Ming Neurology v Neurology [OF) v [Clinica
Referral Wiitlen Date: Referral Received Date: Service Type Requested

R - D 30/08/2017 - E| Advice/Consuliation - Complete the Mandatory Referral Details

Refenal To Treatment Information .
Pathway lssuer Curent RTT Status Breash Dale: RTT Status Click OK

The Newcastle Upon |[..] = : 110 First Activity -

Scheduling Location
Hospital Truist Building: Dept Site Code of Treatment

AVI Y ~  AYNEUROPHYSID ~  ThisSite -

-
ea M1 11:3:
9
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@ The referral will now close, summary information is displayed Click OK, you are

returned to SchapptBook to add the appointment.

In SchapptBook

1. Check you have no more mandatory fields to complete
2. Clicking the Move button will transfer the appointment details to the Work in Progress section

and an appointment date and time can now be given. Your clinics may have
“Slots” or a “Contiguous Clinic” both processes are shown in this
guide

2017 Appointment |, Motk 1 progrecs
= ZZ2HOLD, ELAINE [ schedue
October ‘“Agpeirtment type ;
Th <% MEUROLOGY 1st EPILEPSY SEIZURE NEW
NEUROLOGY 1st EPILEPSY SEIZURE NEW D a 777 Current Schedule Confim
*Appoirtmert location [} RYNEUROMOPD :Rm’
FVNEUROMOPD) -5 CONSULTANT
T QMO - :
When all missing fields S PATIENT Suggest
*Eatiert niame are complete, click the
ZZZHOLD. ELAINE B Move button to move the Request
details to the Work in
T Progress Insert

02/10/2017 - CON- -

The Appointment - Using a New Appointment Slot

1. Locate the date for the appointment using the calendar
2. Select the Slot for the correct Resource — New Appointment Types have a Blue Border

P 2017 Books | Appointment |

4 Dctober
Mo Tu We Th Fr Sa

oL R =i B A |
@ 3 4 5 E 78
10 11 12 13 14 15
1B 17 18 139 20 21 2 *Patic

23 24 45 2 X 28 A ZZZHOLD, ELAINE
o3 1 2 3 4 g

1

Use the calendar
to select the
correct date

Dorman, Paul Jacob [0]
08:40 i, F/UP 10 NEU...

13.00 -, F/UP 15 NE|

o, 2. 08:50
New

1315
S Appointments

13:15 i, F/UP 15 NB have a blue
— border - select

1330 the Slot for the
T 13:30 -4, F/UP 15 NI Somect

i E

e Resource

1345

10
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3. Selecting the Schedule button will display the clinic details

L
\ Work in progress: I
=% ZZZHOLD, ELAINE
Clicking Schedule will
(=75 MEUROLOGY 1st EPILEPSY display the -
appointment J—
information

Click OK

Dorman, Paul Jacob

Default slot

Time:

- MEW 20 NEUROLOGY RVMEUROMOPD EBS (08:45) v
0845

Duration’

Hourls) Minutes Day

Distinguish set-up and clean-up durations

4. The Unconfirmed appointment displays against the resource, you must select Confirm to
confirm the appointment

4 2017 » Books | Appointment it
1 Octaber » *Appointment type: o g
Mo Tu We Th Fi Sa Su NEUROLOGY Tst EPILEPSY SEIZURE NEW =
% 2% 27 2@ 29 W A1 |
=
3 4 5 G : g .‘\ppolntmnt |ocation:
a 10 11 12 13 14 15 N e -m
16 17 18 19 20 21 2 *Patiert name:
23 24 25 26 27 28 23 ZZZHOLD. ELAINE D
o AN 1z o405 I -
02 || 0 CO
3| Hart. Yvonne Mary [0] [RV NEURO 15T SEIZU._|Bllawela. .| Aalaia. Antonio [0] Dorman. Paul Jacob
13.00 &, F/UP 15 NEU 1300 &, FAUP 15 NEU.. 0840 i, F/UP 10 NEU
— 08:50
AR 1315 131 <
1315 i, F/UP 15 NEU 13 Unconfirmed
= appointment
' ’ displays
== 1330 13:
13:30 i, F/UP 15 NEL..
=
1345

= #% ZZZHOLD, ELAINE
@ NEUROLOGY 1st EPILEPSY SEIZURE NEW

E| Current Schedule
=-[fll RVNEUROMOPD

o Y CONSULTANT Confirm the

-4 PATIENT

appointment

S

11
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5. Select the Correspondence Schedule Resource (this will display on the patient letter informing
the patient who they will see). Click OK

6. The appointment will now display as a confirmed (blue) New appointment against the resource

Confirm (-2 s
MRN: 91458046 DOB: 18Man/70
Name: ZZZHOLD, ELAINE
Age: 47 Years Gender: Female
=-#% ZZZHOLD, ELAINE ‘Summaryl General \ Offer | Resource View | Guidelines | Notification | Conversation Summaries | Ttineraries | Locks | Ehgmlhﬁyl Booking 4 | ¥
£1-® NEUROLOGY Lt EPI
& [F] RYNEUROMORD| | *Comespondence Schedule Resource
~[& Dorman, Pay -
7] ZZZHOLD, Bl| | oot
Person Name Enc Type
ZZZHOLD, ELAINE Outpatient Referal
« D v
02/10/2017 - CONSULTANT
]
P15 NEL...
12
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The Appointment - Using Part of a Contiguous Slot

Some clinics have been created using “Contiguous” slots. A contiguous slot is a slot
that extends over a long period of time and multiple patients use only a small
portion of this slot. For example a clinic which has one slot which spans the whole

clinic and patients are booked into a portion of this slot: patient 1 may use 5
minutes of this slot, patient 2 may use 30 minutes and patient 3 may use 10 minutes
etc.

1. Locate the date for the appointment using the calendar
2. Select the Start Time for the correct Resource

Books | Appointm

*Patient name:

4 August
Mo Tu We Th Fr Sa

il 1 2 3 4 5

O

o8 9 10

14 185 18 17 calendar to
I 27 i 4 select the
o " correct date

4 K : P 9 Select the Start
time of the
appointment for
the correct
resource

DB:DD’%IDE_EINE_[! NE...

2

3. Selecting the Schedule button will display the clinic details
4. You must adjust the Patient Duration to reflect the minutes that this appointment will be
scheduled. If this is not adjusted, this appointment may schedule longer than required!

\l Clicking Schedule ‘
/ Work in progress: will display the
- appointment
=% ZZZHOLD, ELAINE information Schedule
Hove - NEUROPHYSIOLOGY TEST N
B -7 Current Schedule Cortim
[l RVNEUROPHYSIO
Schedule - NEUROPHYSIOLOGY TEST NEW
Suggest
Resource:
Default slot —
UNDEFINED NEUROPHYSIOLOGY ROOM1 (08:00 - 16:00) -
= =]

uration.
: Hourfs) =] Minutes = Day

Select the Duration
Click OK

13
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5. The Unconfirmed appointment displays against the resource, you must select Confirm to
confirm the appointment

4 2017 » Appointment
Work in progress:
J August 4 *Appoirtment type: - preg

Mo Tu We Th Fr Sa 5u
il 1 2 3 4 5 g
7 g 89 1w M1 12 13
14 15 16 17 18 13 20

=-#F ZZZHOLD, ELAINE
EIQ MEUROPHYSIOLOGY TEST NEW
B Current Schedule
&[] RYMEUROPHYSIO
.
- Patient Confirm the
appointment

Appointment location:

21 2 23 M XK x® I Patient name: \
5

Unconfirmed
appointment
displays

6. Select the Correspondence Schedule Resource (this will display on the patient letter informing
the patient who they will see). Click OK

—
Confitm (-7 s
MRHN: 91459627 DOB: 15/ul/75
Name: ZZZHOLD, ELAINE
Age: 42 Years Gender: Female
-8 ZZZHOLD, ELAINE Summalyl Generall Offer | Resource View | del | | Ci | Ttineraries | Locks |En9mnmy| Bookin 4 | ¥
- NEUROPHYSIOLOG
& [l rvNEUROPHYSIQff| *Comespondence Schatue Resource: N
NP ROOM 1 Consutart -
ZZZHOLD, B | commers: J
Fatient Name Enc Type

ZZZHOLD, ELAINE Outpatient Referal

View ][ Modfy H Sene |

Ce ) o= |

7. The appointment will now display as a confirmed (blue) New appointment against the resource

4 2m7 3

4 September »
Mo Tu We Th Fr 5a S5u

oo owowmo1 2 3
s s 7 o8 3w
Mo12 12 14 15 18 17
18019 W 21 2 ;oA
® % 2z 2 29 W
7
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