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User Management

Introduction

Only provider site administrators have permissions to carry out user management in the extended
access EMIS system. This is a security measure. Site administrators can only be assigned by MBPCC
and are granted permissions to carry our user management for clinical and admin staff within their
own organisation only.

Adding New Users
Go to Configuration->Organisation Configurations->Users.
Click Add->Add New User.

The User details page is self-explanatory.

Add user >
User details & | | Userdetails
Role 1=}
User profile picture Upload photo
Languages

JPG, JPEG or PNG files can be uploaded
User Role Profiles e File size limit is 10 MB
Recommended resolution is 150px = 150px

Teams Upload | Remove

Session holder fiters

Ot Of Office Settings
£ 4 Dr Lo
Service Detals Ttle |
* First names |Genem| |
* Last name |Practitioner |
* Gender Male ~
* Email address |geneml.pmct'rtioner@nhs.net |
Signin details
* |sername |gpmct'rti0ner h

* Dassword |t==t=tt=t== |

# Confirm password |***********| |

User must change password on next sign in.

Please use our standard
format of:
<initial><surname>

If warned this exists then
add a number 1, 2 etc to
the end.

Mext 0K Cancel




Move on the Role page and complete as per the information and screenshots below.
For mnemonic please use our standard format which is <provider abbreviation><user initials>.

Provider abbreviations:

Provider Abbreviation | Provider Abbreviation
Abbey Road Surgery ARS Market Street Surgery MSS

Ash Trees Surgery ATS Park View Surgery PVS

Bay Medical Group BMG PDS Medical PDS

Cartmel Surgery Cs Queen Square Surgery QsSss

Dr Murray & Partners DMP Waterloo House Surgery WHS
Lancaster Medical Practice LMP

Example: Mikey Maxwell at Bay Medical Group would have mnemonic BMGMM.
If warned the mnemonic exists then add a number 1, 2 etc to the end.

Add user K
User details Role |
Role (] * Job Category |Genem| Medical Practitioner v| gu—l See below I
Languages Appointment Session Holder @) yves (O Mo

Must both be
User Rale Profiles Patient Facing Services Booking | None
Yes
Teams Consulter ® ves (O No
Session holder filters * User Mnemanic I:I @
ot Of Office Settings * Authorise Prescriptions Independent Prescribing ~
Service Details Permit Medimt_inn Issue Yes Mo
Warning Override
wiorking Hours Permit Issuing Drugs with Yes Mo Must be
General Alert .
* Stamp User Choice e T Senior Partner
* Formulary EMIS Standard

Contractual Information

Default Location v| G‘H See below I

* Relationship Associated v
* Contract Start Date 14-8ep-2020 =
Contract End Date dd-MMM-yyyy
Professional Numbers
For GPs you will need to

Doctor ndexumber [ ] enter GMC number; for
GMP PPD Code 1 prescribing nurses you

will need to enter NMC

FP10PCD preserbercode || pin. Index number and

GMP are NOT required.

Back Mext oK Cancel




Job Category
Please use one of the following job categories:

GP Clinical Practitioner->Primary Care->General Medical Practitioner
ANP Health Professional->Pharmacy->Pharmacist

Pharmacist Health Professional->Advanced Practitioner

Nurse Nurse->Community Health->Community Nurse

HCA Healthcare Student->Healthcare Assistant

Phlebotomist Healthcare Professional->Phlebotomist

Receptionist Receptionist->Receptionist

Default location

You can set the default location as the user is most likely only going to be working from your
practice site. Click the search glass and then expand the Extended Access Sites folder. Select your
site from the list.

Find Locations b4
Find locations or use the hierarchy to browse Type Filter:

| |[2] |a v

® A Morecambe Bay — Extended Ac... 32 Hierarchy = Details

4 2 Morecambe Bay—Extended Access
4 || 7 Extended Access Sites
®) abbey Road Surgery
®) Waterloo House Surgery
®) Ulverston Health Centre (Dr Murray & Partners)
®) Market Street Surgery (Dalton)
®) Cartrnel Surgery
®) Ash Trees Surgery
*) Rosermount Surgery (Bay Medical Group)
®) LancasterMedical Practice
®) Queen Square Surgery

|
|
|
|
|
|
|
|
|
I+ ®) Morecambe Health Centre (PDS)

(Mo data)

0K Cancel

You can now skip directly to User Role Profiles page.

In order for clinical users to be able to consult under remote consultation, they must be assigned an
NHS Role Profile as their RBAC Role. The role is usually defaulted based on the Job Category that
was entered on the previous screen.



Add user *

User details UserRole Profiles
Riole * RBAC Role Clinical Practitioner Access Role -
Languages Rale Profile Type NHS Role Profile

User Role Profiles Additional RBAC Activities

he!

Teams

Session holder filters

Default
Ot Of Office Settings Prescribing Role O Yes @® Mo
Service Detals Create new Emis Web Profile

Working Hours

The following are the correct NHS Role Profiles to use, and the additional RBAC activities that need
to be added.

User Type NHS Role Profile Additional RBAC activities to add
GP Clinical Practitioner Access
Role
Prescribing ANP Clinical Practitioner Access
Role
Site admin Practice Manager Role
Non-prescribing ANP | Nurse Access Role B0264 Access CSA (Perform Patient Trace)

B8011 Perform Clinical Documents
B8017 Manage Patient Administration
B0862 Manage Staff Diary/Rotas

Nurse Nurse Access Role B0264 Access CSA (Perform Patient Trace)
B8011 Perform Clinical Documents

B8017 Manage Patient Administration
B0862 Manage Staff Diary/Rotas

B8020 Perform Test/Investigation Requests

Pharmacist Healthcare Professional B0264 Access CSA (Perform Patient Trace)
B8011 Perform Clinical Documents

B8017 Manage Patient Administration
B0862 Manage Staff Diary/Rotas

HCA/Phlebotomist Healthcare Professional B0264 Access CSA (Perform Patient Trace)
B8011 Perform Clinical Documents

B8017 Manage Patient Administration
B0862 Manage Staff Diary/Rotas

B8020 Perform Test/Investigation Requests

Receptionist Receptionist Access Role B0264 Access CSA (Perform Patient Trace)
B8017 Manage Patient Administration
B0862 Manage Staff Diary/Rotas




Now jump to the Cross Organisation Sharing page. Change the settings to match the screenshot
below.

\Jser details Cross Organisation Sharing

Role Accept Workflow Tasks from Sharing Organisations O Yes @ No
working Hours Send Workflow Tasks to Sharing Organisations ® ves O No
Languages Default Task Send Type Team w

Liser Role Profiles
Teams

Session holder fitters
Out Of Office Settings

Cross Organisation Sharing

Once this is all complete click OK.

Editing Users

Editing a user is very similar to adding a new user except the fields are already completed and need
to be changed.

You can use the Search button on the toolbar or navigate through the user hierarchy to find the
user you want to edit.

Use the information in the Adding New Users section above to ensure you comply with our
formatting and profile conventions.

Deactivating Users

It isn’t possible to delete users from EMIS. If they leave your organisation or no longer need access
to the extended access service EMIS system then you should deactivate their account.

You can use the Search button on the toolbar or navigate through the user hierarchy to find the
user you want to deactivate. Then simply press Deactivate on the toolbar and confirm you wish to
proceed.

If you need to find a deactivated user, you can click on All Users on the toolbar and then click
Activate to reinstate them.
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