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SystmOne QRG - Scanning in on SystmOne

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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Scanning Documents on SystmOne in Acquired
Documents

Follow the steps below to scan and upload documents on to a patient record on SystmOne.
1. Login to SystmOne and open the relevant unit

2. Open Acquired Documents by clicking on to the Doc’s Icon
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3. Click Scan Images to load your documents from your scanning folder.

7 SystmOne Community Hospital: MOORE, Megan (System Administrator) at CPFT Community Hospital Demo - Acquired Documents — O X
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4. Under New Batch Enter the batch name for the scanned documents.
This can be left blank and it will default to your initials and current date and time. The Batch

owner will default to your name.

Peterborough
NHS Foundation Trust

Acquire Images
Batch Details

() Existing batch

@ Mew baten ||

Batch owner MOORE, Megan

Scanners

EPMA Testing Scanning

Image source: C\Users\mmoore\OneDrive - Cambridgeshire and
Peterborough NHS Foundation TrustiDesktop\Scanning Folder

Use This Device

Acquire From All Scanners LCancel

5. If more than one scanning folder is set up, they will appear below. Select your scanning

folder by clicking Use this device.

Acquire Images
Batch Details

() Existing batch

(®) New batch [I'v'IM - 19/06/2020 10:54

Scanners

Batch owner MOORE, Megan

IEPMA Testing Scanning

Image source: C\Usersimmoore\OneDrive - Cambridgeshire and
Peterborough MHS Foundation TrustiDesktop\Scanning Folder

Use This Device

Acquire From All Scanners Cancel

The pop up below will appear to show the progress of the documents being imported from

the scanning folder.

¥ Acquiring Documents For Batch

Cancel Import

Source - MeganMoore-Scamning
Dacuments Frogress [ IMBGHIAG SEUment R T-Hagiid Disehiarge Wedicines Listipdr

pes
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After importing, the documents will be displayed in the Acquired Documents section. Multi-
page documents will be shown with pages arranged side by side. When multiple documents
are imported, each will be listed on a separate line below the previous one.

6. If you want to merge multiple documents so they upload as a single file, hold down the Ctrl
key and click to select each document page or click Ctrl and letter A to select all. Make
sure to select the pages in the exact order you want them to appear in the merged

document.
¥ SystrnOne Gateway Community Hospitak MOORE, Megan (Systern Administrator) at CPFT Community Hospital - Acquired Documents — [m] >
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Drag and drop or paste files here to import
owner | @ | MOORE, Megan X ¥ BB [ show unallocated batches
~
Fulbourn Husgil
Cambiridgd Bozd. Cambridgashira and
Caibe
cnenatr o
DISCHARGE MEDICINES LIST
[Thiss list sfiouid Le rear in conjunction wilh lhe Discharge Summay)
Saanal B B i = e ] sl koAl g MR REPRAT
Fatest: HE Nz
DatsoiBirth 4 * Hoep Ho: TOOD
Givriter.
Arkrans
Discharge Detalls.
sdmission Dabe: | OGSN2025 Flanrwd llsawon e 2S0S2005
Word: 2 - Teet Vo Loneuta sk (LINRAY
Allergies and Adverse Reactions
Ay s vue g e
Mgy Reactian Senshiely Reaction
[P ————
Daya ww
Drug (= Huute: Froquency Sepply rontinen
Apreaan Sy tabivs oy ol Twiker dally - moring - 14 e
g
Etart 0SDS2025 18:00
IR ———— &g Caal Once a day i night 14 o
Fdvr| NETE0RE 2000
Edcalwarice S0mp lazkds somy Oral Clomzs w il i1 Bm " e
g
San ISTRGES KON
v
Fisnoana 1 36me tzhicts trton P :
Documents (6 Pages) é,l] @ [lé,
Search features -0l o 189 & 265 480 3 1| ofold 0 0 200 VD E8 1=
7. Then click the merge icon
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Processing Scanned Documents, uploading to patient
Records

1. To add documents to the patient record, select the documents you wish to add and click on
the icon to process the document.

7 SystmOne Gateway Communit] (System Administrator) at CPFT Community Hospital Dema - Acquired Documents - O X
—
Patient Appointments Theatres P — leetup Clinical Tools  Workflow  Hospital Overview User System  Help
—
g — - . .
£ — = Al GRL

Qg w||EQ)[o e BErse =+

Search Task Save Details Next Ward Waiting  In-Patie. Datix  Patholo SmartB.
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Scan Images  Settings,

~ Custom — Batch (MM - 24106/2025 12:42 - (1) v] Y@@l % [ Restictto my batches [

. Drag and drop or paste files here to import
owner @ WOORE, Wegan X ¥ i [ Show unalocated batches
Bl I8 =
Fulbieutn Hospital
Cambridge Road
¥ Cambridgeshire and
Camtridge Peterborough
CB21 SEF M5 Foundation Truet
DISCHARGE MEDICINES LIST

{This list should be read in conjunction with the Discharge Summary)
Serisl Mo : 199b3c21-cesd-4071-9277- T1aSHeta8s Date: 24-n-2025 @ 1209 REPRINT
Patient; Colin T-Croevey NHS Mot
Dale ot Btk 51081981 Hesp No: TO07
Gender. Male
Address 18 Wizard Avenus

Discharge Details

Admissicn Date: 20052025 Planned Discharge Dats: 1610612025

Ward:  Z - Test Ward Cansutant; Consutant CUMMY
Allergles and Adverse Reactions
Allergy Salus. ““Recorded allargies™"
Allegy Reaction Seneitvity Reacton
No allergies or sensiivities
Days GPlo
Drug Dose. Route Fraquency cantinue
Clazapine (Zaponax} 100mg tablats 100 mg Qral Onee & diy in the 3 No
avaning for 3 day(s]
1 Document (6 Pages) fa | E e
Search features -~ o0 15 0653668 & 0 0 50 0O@ =1 174 s 1317

The System will use OCR to read the document to pull through any Patient identifying information

¥ SystmOne Gateway Community Hospital: MOORE, Megan (System Administrator) at CPFT Community Hospital Demo - Acquired Documents

Performing OCR on document

ocrprovress |

SystmOne QRG -Scanning in on SystmOne Page 5 of 8

Last updated: 09/04/2025



NHS

Cambridgeshire and

Peterborough

NHS Foundation Trust

2. The Patient details identified will be added to the information boxes on the left. If the patient
have not been identified click on the patienticon to search for them.

Scanned Document Update

)

Printer Seftings

D patient

Miss Luna T-Lovegood
MNHE Number:

Born: 13 Feb 1881

Letter Details
Incoming - 24 Jun 2025
Clinic Letter

Sender Address
Mo address selected

/

v 4

Patient /

Selected [ X T-LOVEGOOD, Luna (Miss)
Suggestions
Patient Nhs Number Address.

T-LOVEGQOD, Luna (Miss)

1 Fatient

Fulbourn Hospital
Cambridge Road
Cambridge
CB21 5EF

DISCHARGE MEDICINES LIST
(This list should be read in conjunction with the Discharge Summary)

Serial No :  199b3c21-cead-4b7-9277-17a5MMecde05 Date 24-Jun-2025 (@ 12:09 REPRINT
Patient: Colin T-Creevey NHS No

Date of Birth: ~ 31/08/1981 Haosp. No.: T0O7

Gender: Male

Address: 18 Wizard Avenue

Cambridgeshire and
Peterborough
NHS Foundation Trust

Discharge Details

Admission Dale: 201052025 Planned Discharge Date:  16/06/2025
Ward: 2 - Test Ward Consultant: Consultant DUMMY
Allergies and Adverse Reactions
Allergy Status “"Recorded allergies™*
Allergy Reaction Sensitivity Reaction
Mo allergies or sensitivities
Days GPto
Drug Dose Route Frequency Supply continue
3 k] [] show info

Show annotations
—

3. Click on Letter details to check and confirm the details i.e. Type

Printer Settings

(D Patient

Miss Luna T-Lovegood
MHS Nurmber:

Baorn: 13 Feh 1931

Latter Details
Incoming - 24 Jun 2025
Clinic Letter

Sender Address
Mo address selected

Previous
Letter Details

Direction ® incoming O Outgoing (O Other

Date Exact date v 24Jun2025 ~
Suggestions

Date

24 Jun 2025

16 Jun 2025

Contact (®) clinically relevant () Admin event
Priority O mportant  ® Normal
Locaton 4 Surgery
Team QX
Type Q Clinic Letter
Suggestions
Type
0 Letter type(s)

Next

-

Members

Fulbourn Hospital
Cambridge Road
Cambridge
CB21 5EF

DISCHARGE MEDICINES LIST

(This list should be read in conjunction with the Discharge Summary)
Date: 24

SerialNo :  199b3¢21-ceed-4b71-0277-17a5/1ecde05

Patient: Calin T-Cresvey
Date of Birth: ~ 31/08/1981
Male

18 Wizard Avenue

‘Gender:

Address:

INHS |

Cambridgeshire and
Peterborough

HHS Foundation Trust

Jun-2025
NHS No:

@ 12:08 REPRINT

Hosp. No.: T0O7

Discharge Details

Admission Date:  20/05/2025 Planned Discharge Date: 16/06/2025

Ward:  Z - Test Ward Caonsultant: Censultant DUMMY

Allergies and Adverse Reactions

Allergy Stalus ““*Recorded allergies***

Allergy Reaction Sensitivity

Reaction

No allergies or sensilivities

Drug Frequency

GP to
continue

Days
Supply

ab]

[] show infa Show annotations
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4. Work through the rest of the boxes on the left to complete any information needed e.g. sender &

recipient

5. Once all the information has been competed, click on confirm in the top left

Scanned Document Update

Print Printer Seftings

= Letter Details
Incoming - 24 Jun 2025
Clinic Letter

Sender Address
CPFT Community Hospital Demo
Elizaheth House, Fulbourn Hospital, Fulbourn CB21 SEF

Recipient Address

Fulbourn Hospital
‘Cambridge Road

§ Cambridgeshire and
Cambridge Peterborough
CB21 5EF NHS Foundation Trgw
DISCHARGE MEDICINES LIST

(This list should be read in conjunction with the Discharge Summary)

Serial No . 199b3c21-ceed-dbT1-0277-17a5fdecdeds Date 24-Jun-2026 @ 12:09 REPRINT
Consultant Dummy Patient: Colin T-Creevey NHS No:
CPFT Community Hospital Demo Date of Bith:  31/08/1981 Hosp. No.: T0O7
Previous Next Gender Ml
Sender Address Address: 18 Wizard Avenue
[ %] - 0 Clear Discharge Details
Person name < Admission Date:  20/06/2025 Planned Discharge Date:  16/06/2025
Organisation CPFT Connunity Hospital Dema Ward:  Z - Test Ward Consultant: Consultant DUMMY
House name Elizabeth Houge
Road Fulfpurn Hospital Allergies and Adverse Reactions
Locality Allergy Status ***Recorded allergies***
Town Fulbourn Allergy Reaction Sensitivity Reaction
County Cambridgeshire ez
No allergies or sensitivities
Postcode  CB215EF Find Map
Days GPto
Suggestions
99 Drug Dose Route Frequency Supply continue
Address

Hint: You can use these buttons
to autofill patient details or this
organisation details

[] show infa Show annotations

6. The Scan Action screen will display, Select Complete and click Ok at the top to continue.

Scanned Document Update

Printer Settings.

No alerts

[m] x

Born 13-Feb-1981 (44y) Gender Female NHS No. Unknown

| Allergies not checked =

Cancel Send Task Add to eWorkflow Print
T-LOVEGOOQD, Luna (Miss)
Address  Lovegood House Ottery St Catchpole Phone and email - Unknown
HdEeP-E3H
IE‘ Scan Action

File ta patient record

Du[:umerll Summary

Lacation: Surgery

Letter Type: Clinic Letter

Date: 24 Jun 2025

Sender: CPFT Community Hospital Demo

Cambridge Road

Fulbourn Hospital

5 Cambridgeshire and
Cambridge Peterborough
CB21 5EF NHS Foundatian Tgm
DISCHARGE MEDICINES LIST

(This list should be read in conjunction with the Discharge Summary)

o . Serial No:  199b3c21-ceed-4b71-9277-17a5/dec4eds Date: 24-Jun-2025 (@ 12:09 REPRINT
Recipient: Consultant Dummy, CPFT Community Hospital Demo e
Patient: Colin T-Creevey NHS No
Visibility Date of Birth: ~ 31/08/1981 Hosp. No.: T0O7
bt Gender. Male
Scan Action Address 18 Wizard Averue
O complete Later orward (8 Complete
Send an SMS o the patient Discharge Details
Admission Date:  20/05/2025 Planned Discharge Date:  18/06/2025
Ward:  Z - Test Ward Consultant: Consultant DUMMY
Allergies and Adversa Reactions
Allergy Status: *“*Recorded allergies***
Allergy Reaction Sensitivity Reaction
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You will then be returned to the Acquired docs pages, which will now appear blank and saved

documents will have been removed from your scanning folder.

7 SystmOne Gateway Community Hospital: MOORE, Megan (System Administrator) at CPFT Community Hospital Demo - Acquired Documents
Patient Appointments Theatres Pathway Reporting Audt Setup Clinical Tools Workflow Hospital Overview User System Help

Q TR om0 B &

Search Task Save Home Discard Details Next ‘Ward Waiting Ee

~HASYy || ANE|»ES | dMS=20GEHd

Scan Images  Settings
- Custom— = Baith  All Batches - (0) v 42 % Orestrictto mybatches [l

Owner Q b4 ! e Sth unallocated batches

Drag and drop or paste files here to import

0 Documents (0 Pages) Fa | =) [ 3
Search features ~ Mo 15 0 653668 &m2 2 Bu 0 O O@ 21 1 T4 4 B 1413
. . y . .
The document will be added to the patient’s communication and letters
7" SystmOne Gateway Community Hospital: MOORE, Megan (System Administrator) at CPFT Community Hospital Demo - Patient Record - O x
Patient Appointments Theatres Pathway Reporting Audit Setup Clinical Tools Workflow Hospital Overview User System Help
Q = ﬁ = o . E . Vﬂ 5 T-LOVEGOOD, Luna (Miss) 13 Feb 1981 (44 y} F
= | 1 | | m | | | Wt o: More Lovegoad House Ottery St Catchpale
Search Task Save Home Discard Detailz Next Ward Waiting PAS: TODS CPFT Community Hospital Demo
— a -~ e Admitted: Trafford Ward (Morth Cambs Hospital)
AT [ANE|>EN THRI=20a@Hd
Start Consultation MextEvent EventDetails Pathology Drawing Auto-Consultation Settings
Clinical | Administrative Communications & Letters 8 g
- g rE 7 | RE S W Drag Ward File Here to Create Letter | 4
o CPFT Carer Information (new)
Fiter | Simple| Advanced O - = Q &
\ 1 | othe 2
= CPFT internal referrals dashboar Al '-‘Jl Incoming (1) | Outgoing (1 | Other ‘
— [
e Groups & Relationships Date v |Typa | Date Finalised ‘ Sender ‘ Recipient Information F\ag_s | i
06 Jun 2025 14:51 Discharge 06 Jun 2025 14:52 CPFT Community Miss Luna Letter Template: Inpatient =4 1
@ CPFT Patient Summary summary Hospital Demo T-Lovegood Discharge Summary Vo
!! Reminders _
24 Jun 2025 Discharge 24 Jun 2025 14:07 CPFT Community Consultant Entered by: MOORE, Megar 2
il CPFT MDT Meeting Summary Final Hospital Demo  Dummy (document workflow not
Wersion completed)
@ WOT Checklist latest entries.
— Dashboard Templates
E‘ CPFT Nursing Dashboard - Comr
@ CPFT Therapy Dashboard - Com
*’ CPFT Inpatient Medical Clerking It
Q Pharmacy Profile
Q CPFT Medication Dashboard
— Patient Record
Progress Notes
hﬂ Numeric Results
284 Care Plans (10)
[ - 2 ltems o]
Search features ~ Mo 15 0653668 &=2 2 B0 OD@ 21 14 = 1125
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