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SystmOne QRG - Discharge Summary 
Physical Health - Completing General 
Discharge Questionnaire 
 

Introduction   

• This user guide has been created to show system functionality not clinical processes and 

should be used in conjunction with the relevant Standard Operating Procedures (SOP) for 

your appropriate service  

  

• Any changes will be updated and published online, and staff should be aware that any printed 

copies of the guide are only correct at the time of printing and should constantly check the 

online version for updates  

  

• The following support materials are available from these locations:  

Course: Online System Resources (cpft.nhs.uk) 
  

• When in SystmOne you can press F1 for Help (or choose Help on the Menu at the top of the  

screen) 
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Creating General Discharge Information Questionnaire  
This Quick reference guide provides instruction on how to create and amend the General 

Discharge Information questionnaire in the Discharge Summary Workflow on SystmOne. These 

steps must be completed in accordance with MMSOP011.  

 

1. Open the patient in SystmOne then click on the Discharge Summary Workflow icon on the 
small toolbar. 

 
 
 
 
 
 
 
 
 
 
 
 
 

2. Click on the workflow for your job role.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

SystmOne QRG - Discharge Summary Physical Health - Completing General Discharge Questionnaire  
  
Last Updated: 21/07/2025   Page 3 of 6 
 

3. The General Discharge Information Questionnaire will appear below the Discharge To Do 
List Items and Sensitivities & Allergies table. To create a new discharge questionnaire, click 
the blue button labelled ‘Click here to write General Discharge Information Questionnaire’. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. The General Discharge information questionnaire will open on a separate window. 
Complete all relevant sections for your role and click Save Final Version.  
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Once saved the General Discharge Information entries table will now display the date and 
time completed and by whom. The finished by column shows who saved the questionnaire 
as the final version and when. The most recent questionnaire entries will be displayed 
below.  

 
5. Once the questionnaire has been created, ensure the relevant to do list action has been 

marked as complete.   
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Amending the General Discharge Questionnaire 
1. If the questionnaire requires edits/amendments once it has been completed, right click 

and select Copy questionnaire.  

 
2. Then click Copy Comments 

 

 
 

 

 

 

 

 

3. Click Copy Admission.  
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4. The questionnaire will then open in a separate tab and will contain the previous entries. 
Make the required amendments to the relevant sections then click Save Final version.  

 
Once saved the General Discharge Information table will be updated to show the latest 
completion details and the questionnaire entries displayed underneath will be showing the 
most recent entries. 
 
 
 
 
 
 

 
 
 


