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SystmOne QRG - Discharge Summary 
Physical Health - Completing To Do List 
Items 
 

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) 
  

 

Revision History 
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Opening the Inpatients Discharge Summary Workflow  
This Quick reference guide provides instructions on how to navigate to the Discharge Summary 

Workflow and complete the Discharge To Do list items on SystmOne.  

 

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

2. The Discharge Summary Workflow home screen shows the status of all discharge To Do 
list Items on the left and links to role-specific workflows on the right. Once completed, the 
latest General Discharge Information Questionnaire appears below. Quick links to CMM 
Live and support tools are at the bottom right in dark blue. 

 
Note: click on the To Do List Item name heading to sort the items into order (DS01 to DS11) 
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Click on the workflow for your job role to complete the To Do list items. 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

The role specific workflow will open in another window and will only display the relevant To 

Do list Items for the role selected. Each specific workflow screen will have different 

functions available.  

 

Quick links – These will appear in a dark blue box. When clicked on they will take to other 

systems or external websites.  
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Action Buttons - These will appear as a turquoise button. When clicked on these will take 

you to other parts of SystmOne to allow you to complete the actions for a to do list item. 

 

Action instructions – These will appear as plain text and provide instruction on completing 

an action on the workflow or outside of SystmOne. 

 

 

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Completion Buttons – These green buttons allow you to mark to-do list items as complete. 
Follow the steps below to see how to use them. 

Completing To Do List Items  
 

1.  Once an item has been actioned click on the green button to mark as complete.  
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2. Select the Patient pathway (If more than one, select the most recent date) and click ok.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. The current date and time will be entered for the completion details. This can be amended if 
required. Click Ok to confirm. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. The Discharge To Do List table will automatically update the status to complete and will 
show who completed the task and when.   
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5. Once the To Do list Items have been actioned and marked as complete you will need to 

save the Patient record. To Do this close the role specific workflow and the main inpatient 
discharge summary Workflow by clicking X.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Once all additional windows are closed you can then Save the patient record by clicking on 
the Save icon. 
 
 


