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1 Introduction
SCI Gateway is the national product in NHS Scotland for the electronic exchange of clinical information – such as referral letters and discharge documents – between Primary and Secondary Care. 

You can use SCI Gateway to send and receive referrals, and you can monitor the progress of referrals once they have arrived at the hospital. You can send supplementary messages to the recipient of your referral if you have relevant updated information regarding your patient’s referral. 

The recipient of a referral can send a back to referrer message when it is deemed that the referral is not appropriate or that the patient is unsuitable to the service requested. Generating this message can also update the status of original referral.

You can send and receive advice request and advice response messages allowing two way communications between clinicians and GPs eliminating the need for a patient to be referred.

You can send and receive discharge letters with the option for some practices to import data and/or the letters into the primary care system that they use. 

Practices can receive and reply to eGPFR letters from the Department of Works and Pensions.

Who is this guide for?

This guide can be used by anyone who has the responsibility for the admin of SCI Gateway in the workplace. It can also be used as a resource by anyone responsible for delivering training on SCI Gateway Admin.

Areas covered
This guide provides information about the following areas:

· Accessing SCI Gateway

· Administration of users names and passwords

· Working with the NHS Directory

· Sending and Receiving HCE Groups
· Roles

· Statuses

· Managing Destination URLs

· Managing Protocols

· Managing Stylesheets

· Schema Version Targeting

· Archiving

· Maintain Sender Details 

Getting help

Problems and enquiries regarding SCI Gateway should be directed in the first instance to your system administrator or IT department. All calls to National Information Systems Group (NISG) should be made through NISG Support on 0141 282 2100.

Additional copies of this user guide and further support information are available on our website: http://www.sci.scot.nhs.uk
Contact us

	NISG Training Team

NHS National Services Scotland

Cirrus

Marchburn Drive

Abbotsinch

Paisley

PA3 2SJ


	Telephone:
0141 282 2100



0141 282 2000

Email:

  NSS.NISGTraining@nhs.net
SCI Web site:
  http://www.sci.scot.nhs.uk
NISG Website:  http://www.nisg.scot.nhs.uk/


	
	


2 Accessing SCI Gateway

Access to SCI Gateway is controlled by the use of User Names and Passwords. These are normally issued and maintained by your local health board area staff, and any queries regarding user names and passwords should be directed there in the first instance. 

This section covers:

· Accessing SCI Gateway 

· Passwords & Security

· The SCI Gateway Homepage

Accessing SCI Gateway 

You can connect to SCI Gateway through this link https://www.scigw.scot.nhs.uk/web.  The link will take you directly to the logon page.

Alternatively, if you have installed the Gateway client using a disc provided by NISG Product Support you will be able to access from the Windows desktop, by double clicking on the SCI Gateway [image: image1.png]scl
Gateway



 icon:

SCI Gateway Login screen:
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The SCI Gateway icon on your desktop may look different to the one pictured above, depending on which version of Windows you are using. 
Passwords & Security

When you log onto SCI Gateway you are establishing a connection over the NHSNet, therefore you will need a user name and password for security purposes.  User names and passwords are provided by your system administrator. If there is no-one in your area with Admin access contact NISG Support – you will be able to change your password at any time after first logging on. For more information see Changing a user’s password. 
The Logon screen pictured below is displayed when you click on the NHSScotland logo as described on the previous page.
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Logging on to SCI Gateway for the first time

When you log on to SCI Gateway for the first time you will be asked to change your password for security purposes and you may be required to add your demographic information.
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Security Questions

You may be required to select three security questions and add your answers from the lists provided. The answers you provide will be stored and used as security change questions which will allow you to reset your password if you should forget it in the future.  It will no longer be necessary for you to contact your system administrator to reset your password. 
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A confirmation message shown below will be displayed to indicate the security questions have been successfully changed.
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Your security questions and answers, and demographics if applicable, have now been saved to your login account. Alternatively, you can create your own security questions by typing your preferred question in the relevant fields.
The SCI Gateway Homepage

The SCI Gateway Homepage is displayed when you log on to SCI Gateway. Some of the navigation buttons and links pictured may not be available, depending on how SCI Gateway is configured in your local health board area.
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Navigation Buttons
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	Return to the SCI Gateway Homepage

	[image: image9.png]Guidance




	Allows users to access National Guidelines on referring protocols. This is a separate website. There may also be Local Guidelines if they have been configured on SCI Gateway
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	Allows users to access the national waiting times database. This is a separate website
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	Allows users to change their passwords or security questions
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	Access to SCI Gateway online Help pages 
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	Logs off SCI Gateway and closes Internet Explorer window
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	Allows users to access national e–library website for NHS health information


Passwords in SCI Gateway

Changing your own Password

You can change your password at any time by following the steps outlined below.

[image: image15.png]Forh valley
Forh valley

Waitng Tines

hangs Questions

{change password




[image: image16.png]N

The password rules set for Forth Valley are as follows:
SCOTLAND » Different from the last 4 password(s)

Forh Valey » 6 or more characters long
Forh valey » Lor more aphabetical characters
Hore

» 1or more numerical characters
Wating Times » o spaces alowed

o > | password |
[Securty v

New Password (max 32 [
Help
Log OFF Confirm New Password —

Change Password





Note:
See Section 3 of this guide for more information on working with user passwords and password security rules.

3 Working with the NHS Directory

 XE "Working with the NHS Directory" 

 XE "National ISD Reference Files" SCI Gateway uses the national ISD reference files as its core address system for allowing the sending and receiving of different message types. Locations need to be activated and assigned capabilities and users given logins to be able to carry out their required functions.  

The availability of receiving locations on SCI Gateway is the decision of local health board areas.

This section covers:

· Navigating the NHS directory
· Activating Health Care Entities – GP Practices and Non–GP Locations / Providers
· Adding capabilities to HCEs

· User Demographics

· Adding Users and password security

· Adding Admin Capabilities to users

· Adding extras

· Importing Consultants and HCPs

Navigating the NHS Directory

The NHS Directory  XE "NHS Directory" is built in a tree formation. At the top of the tree is the whole of NHS Scotland XE "NHS Directory:navigating" . This level is only accessible by NISG Support. Admin users usually have access at the next level down which is their local health board area. The next level down:  XE "NHS Directory:GP Level" GP Practices and Non–GP Locations / Providers, XE "NHS Directory:Non-GP Locations/Providers level"  Dental, Optometry Services and additional services as defined by the health boards. From this level down there are a variety of configurations depending on your health board. The flow chart pictured below shows the different levels for GPs, Acute and Optometry services. Every node on the NHS Directory is classed as a Health Care Entity (HCE).

NHS Directory









All users at practices are added at the same level i.e. GPs do not have a higher level than receptionists / secretaries.

Dental practice and Optometrist users should be managed in the same way that users are in GP practices. See Appendix 2 for an example of the NHS Directory with Dental Services. 
At hospital level users can be added at a variety of sub levels. If the hospital works on a central referral point users can be added at hospital level. There may be occasions when a user needs only to see messages for a certain specialty / sub specialty or consultant. They should be added at the level that is appropriate for them and can be managed further with the use of Roles and Sending and Receiving Groups. See section 4 for further information.
See Appendix 2 for examples of how additional services and branches can be configured on SCI Gateway.
Finding GP, Dental or Optometrist Practices

To find a GP, Dental or Optometrists practice point to Admin on the Menu bar and select NHS Directory.
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When you select NHS Directory it will link you to your own health board area. Click the link required for working with GP practices.
[image: image18.png]Hs

SCOTLAND
Forh valley
Forh valley

(2

—
Search eibrary|

Search elibrary|

e
Forth Valley

Parents of Forth valley

NHS Scotland

[children of Forth Valley

Branch (active)

Forth Valley Community Services

Forth Valley GP Practies

Forth alley Non-GP Locations/Providers
F Dertal Services

IProtocols for Forth Valley




 XE "GP Practices"   XE "Dental practices" 
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 XE "Dental practices" Dental and Optometrist practices will be displayed and should be selected in the same ways as pictured above for a GP practice.

 XE "GP Practices:inactive" Each HCE has three codes associated with it, an Entity ID for SCI Gateway, its National code and a Directory code, which is a combination of an area code and the national code.

When you click on the practice name as shown on the previous page, information regarding the practice is displayed.
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When a practice is activated  XE "GP Practices:activated" on SCI Gateway all the GPs by default are activated. You can make individual GPs inactive if you choose. Activating from bottom up i.e. GP first, Location last allows more control and limits what is activated as opposed to activating all. 
Activated GPs need to be added as users to SCI Gateway and issued with a username and password if they want to log on to SCI Gateway. 

Capabilities  XE "Capabilities" are assigned to Health Care Entities (HCE) e.g. GP practice and not to individual users. For more information on see Adding Capabilities to HCEs.

Admin Capabilities can be assigned to admin users. For more information on see Adding Admin Capabilities to users.
Finding Non GP Locations/Providers

Non–GP Locations / Providers  XE "Non GP Locations/Providers" includes a list of all  XE "Acute Hospitals" acute hospitals and clinics in your health board area that provide secondary care and locations that provide care from  XE "Allied Healthcare Professionals" Allied Health Professionals and other specialties for example, Psychiatry, Physiotherapy or General Medicine.

To find non-GP locations point to Admin and select NHS Directory.
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 XE "Non GP Locations/Providers:activate" After clicking on the location name as described on the previous page the list of associated specialties and additional details for the location is displayed.
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When a Location is activated by default the associated  XE "specialties" specialties, clinicians and  XE "consultants" consultants are also activated. Activating from bottom up i.e. Consultant first Location last allows more control and limits what is activated as opposed to activating all.

Medical records often manage referrals for acute specialties. If clinicians XE "clinicians"  and consultants want to manage their own referrals on-line they need to be added as users and given a username and password. 

Adding New Services/Branches to the Directory Tree

 XE "New Services/Branches to the Directory Tree" The directory tree can be extended so that health boards can request new services to be added that reflect some of the additional services that are offered in their health boards.

New services need to be agreed with NISG Support prior to them being included in the NHS Directory. Once agreement has been reached the relevant request forms should be sent to ISD who will include the new services and the HCE children below the service into the NHS Directory. 

Once a new service has been added finding specific HCEs in the NHS Directory will be through the usual navigation process as for GP practices and Non-GP Location / Providers. As each health board will design their own services it is not possible to show all possibilities. See Appendix 2 for an example of a flow chart depicting how a health board could set up a new service.

New services and their HCE children will have to be activated in the same way as other HCEs on SCI Gateway and assigned ‘ XE "Destination" Allowed Destination’ status where applicable.

All new Branches, Services or HCEs must go through the ISD request process.
Activating GP Practices

A practice must be activated on SCI Gateway before a XE "GP Practice:activate"  GP is able to send or receive messages. 
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The list of Active and Inactive practices is displayed. Click on a practice name to see the list of GPs associated with the practice.
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Before a location can receive messages it must be assigned ‘Allowed Destination’. Click on  XE "Allowed Destination" Allow Destination.
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The practice must be activated before users can carry out the capabilities associated with the practice.
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The practice will be added to the Active list and all the GPs XE "GP:activate"  will be made active automatically XE "GP Practice:activate" .

When a practice has been activated, the Active status changes from ‘False’ to ‘True’ and the button changes to [image: image31.png]‘Make Inactive



 and can be selected to make a practice inactive. Inactivating a practice will have the effect of inactivating all users.

When a practice is assigned ‘Allowed Destination’ the status changes from ‘False’ to ‘True’ and the button changes to [image: image32.png]‘Not Destination



  XE "Not Destination" and should only be selected if you no longer want a location to receive messages. By default all HCEs currently on SCI Gateway, both active and inactive are ‘Allowed Destinations’. New services and HCEs added through the ISD reference files by default will be classed as ‘Not Allowed’.

 XE "Allowed Destination" Allowed Destination is not an inherited option on SCI Gateway like the Activate option. The children of a parent HCE that is an Allowed Destination do not automatically become Allowed Destinations.

If a new GP joins the practice they will not appear in the list until they have been added to the ISD reference files and an update run.

The practice details can be prepared in advance of activating the practice, i.e. the users can be given logins and capabilities added.

Each HCE has three codes associated with it: the Entity ID, which is generated by SCI Gateway; a National Code, which is the usual institution code and a Directory code, which is a combination of an area code and the national code. 
For example, G~1001.1~999.46428~1005 is the directory code for a GP practice in Greater Glasgow health board.

	G~1001


	Greater Glasgow health board code

	G~1001.1~999

	Addition of GP Practice service level code

	G~1001.1~999.46428~1005

	Addition of national practice code and code determining entity type i.e. GP practice




Activating a Non GP Location / Provider

A hospital, clinic or specialty must be activated on SCI Gateway before the consultants and clinicians are able to send or receive messages XE "Non GP Locations/Providers:activate" . In this example, the specialty of General Medicine is being activated.
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The list of Active and Inactive locations is displayed, click on a location name to see the list of associated specialties – in this example an ‘Active’ location is selected.
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Before an HCE, for example a hospital or specialty, can receive messages it must be made an ‘Allowed Destination’.
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The specialty must be activated before users can carry out the assigned capabilities.
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Activating a location activates all the specialties and consultants in the lower levels of the NHS Directory. If you want to adopt a more controlled approach you should activate from the bottom up. If you activate the consultants required, then the parent HCEs i.e. specialties and locations will automatically be activated.

When a location has been activated the Active status changes from ‘False’ to ‘True’ and the button changes to [image: image38.png]‘Make Inactive



 and can be selected to make a location inactive. Inactivating a location will have the effect of inactivating all users. 

When an HCE is assigned ‘Allowed Destination’ the status changes from ‘False’ to ‘True’ and the button changes to [image: image39.png]‘Not Destination



  XE "Not Destination" and should only be selected if you no longer want a location to receive messages. By default all HCEs currently on SCI Gateway, both active and inactive, are ‘Allowed Destinations’. Any new Services and HCEs added through the ISD reference files by default will have a status of ‘False’ and ‘Not Allowed’.

 XE "Allowed Destination" Allowed Destination is not an inherited option on SCI Gateway like the Activate option. The children of a parent HCE that is an Allowed Destination do not automatically become Allowed Destinations. If you want to make the children HCEs Allowed Destination click on the Destinations Tree [image: image40.emf]

 button. 

The Allowed Destinations window as pictured below is displayed when you click on the Destinations Tree button as described on the previous page:
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Adding Capabilities to HCEs

A practice or location must have capabilities assigned to be able to either send or receive messages.  XE "Adding Capabilities to HCEs" 
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Capabilities are generally assigned at the HCE or location level. When assigned at this level it ensures that all specialties or entities within the location by default are given the capability. In a practice all GPs can send and / or receive messages. At the hospital level all specialties and consultants can receive messages.

There may be occasions at a hospital HCE when you need to assign a capability at a lower level. For example, the hospital only has the capability to accept referrals but a specialty like Physiotherapy might need to be able to make referrals. The capability can be added at the specialty level. 

Capabilities can be assigned either before or after a location has been activated.

Navigate to the HCE required e.g. hospital or practice:
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Select the capability required from the drop down list:
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Select the message type from the drop down list to add the capability:

 [image: image47.emf]


Click on Add Capability:
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Repeat the steps to add all the capabilities required to the HCE.

Note: Users in HCEs must also be added to the relevant Roles and Sending / Receiving Groups to be able to view the following messages. See Section 4 for more information.
List of Available Message Types
Advice Request

A GP may require further information on how to take a patients treatment forward without the need for the patient to be formally referred to Consultant / Clinician. An advice request message type would be added to allow the GP to create this message in conjunction with the Make, Accept, Redirect and Accept Redirected capabilities. 
Advice Response

This message allows the Consultant or clinician to respond to an advice request. An advice response message type would be added to allow a response message in conjunction with the Make, Accept, Redirect and Accept Redirected capabilities.


Ambulance Report
The ambulance report is sent by the Scottish Ambulance Service to A&E destinations. It should be viewed / accessed via SCI Store rather than via SCI Gateway, although SCI Gateway carries it and directs it to the correct SCI Store. For more information on this message type contact NISG Support.

Back to Referrer 

This message allows clinicians to return the responsibility of care of a patient back to the referrer without the clinician seeing or treating the patient. It allows the clinician to give a full explanation of their reasons for not taking on the care of the patient, instead of just returning a status on the referral of ‘back to referrer to the worklist. A back to referrer message type would be added to allow creation of this message in conjunction with Make and Accept capabilities.
Clinical Dialogue

This message type allows clinicians to have a discussion about a patient. Any clinician can begin the discussion and reply. The replies can go back and forth as often as required until both parties are happy with the conclusion much like an email trail. A clinical dialogue message type would be added in conjunction with Accept Clinical dialogue and Make Clinical dialogue to allow sending and receiving of this message type. 
Discharge

A patients discharge details can be sent from SCI Discharge or other third party discharge systems and appears as a discharge message on SCI Gateway. A discharge message type would be added to allow receipt of this message in conjunction with the Accept, Redirect and Accept Redirected capabilities.

eGPFR Request

The eGPFR request is sent from the Department of Work & Pensions to GPs asking for clinical information about a claimant’s disabilities. An eGPFR request message type would be added to allow the creation of this message in conjunction with the Make, Accept, Redirect and Accept Redirected capabilities.


eGPFR Response

The eGPFR response is the response from the GP sent back to the Department of Work & Pensions. An eGPFR response message type would be added to allow the receipt of this message in conjunction with the Make, Accept, Redirect and Accept Redirected capabilities.


Referral

Allows clinicians to create and send referral information to the Consultant / Clinician. A referral message type would be added to allow this message in conjunction with the Make, Accept, Redirect and Accept Redirected capabilities. 

Referral Update
The referral update is a new message type that recipients of referrals can send to the referrers to give further information about the processing of a specific referral, e.g. vetting outcomes. It allows more information than can be imparted through the status system. A referral update message type would be added in conjunction with the Make, Accept, Redirect and Accept Redirected capabilities. 


Supplementary

There may be occasions where it is necessary to send additional information after the referral has been submitted to the hospital / clinic. Additional information inclusive of attachments can be sent. A supplementary message type would be added in conjunction with the Make, Accept, Redirect and Accept Redirected capabilities.
Adding users to an HCE 

Navigate through the NHS Directory to the HCE required – in this example a GP practice:
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Select the practice from the list of active practices:
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The list of users is displayed. This is the level that all practice staff, GPs and clerical staff should be added. Click on the Add User button: XE "Adding users" 
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Enter user demographics, details in the Username, Password and Confirm Password fields and click on Save:
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Your user can now be added to Role(s) and HCE Groups.

Select the Role(s), Receiving and Sending groups from the drop down lists and click on Add. 
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The Role(s) added to a user determines their permissions for the different message types, e.g. they maybe able to create a referral but not send it, however they may be able to create and send an advice request.

A user must be added to HCE groups to be able to see received and sent messages. 
After the HCE groups are displayed the user can be added to other locations in the list if required.  

If there is not an appropriate receiving or sending HCE group available to meet the user’s requirements you will need to add a group. 
To add a user to another HCE follow the same process as shown for a GP Practice. You will have to navigate further down the NHS Directory if you want to add the user to either Specialty or Sub-specialty level. 

Users to Dental or Optometry practices should be treated in the same way as a GP practice.

Users can be added before and after locations are activated on SCI Gateway. 
To see more information on Roles and Sending and Receiving Groups see Section 4 of this guide.

User Demographics

For efficient management and identification of users on SCI Gateway, when new users are added you must record additional demographic information. From the NHS Directory select the Add User button. The Add User window will be displayed as pictured below:
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When you click on Save a message will be displayed confirming the user was created successfully.  
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· Surname, Forename and User Name are all mandatory fields. However, if the user has an email address, telephone number and location added to their account it will allow quicker contact when necessary.
If a user needs to see and manage received and / or sent messages they must be added to the relevant HCE Groups.
The Active box is ticked by default when adding a new user. Click on the box to deselect if the user is not going to use the account immediately or if the location they are being added to is ‘Inactive’.
If you try to create a user with only a user name and password the following messages will be displayed.
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When you reset a user’s password using the Maintain User option in the NHS Directory, you will not be allowed to save the changes without adding demographic information to the users account.
Entity Search 

You can search for an entity by HCE name:
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Picture below is a list of results displayed after clicking on search as described on the previous page.
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If you have typed in only part of a name all the HCEs that include that part of the name will be found including HCEs to which you do not have access.
User Search

You can search for a user by surname and forename and / or a user name. From the NHS Directory:
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The search results are displayed with user’s demographic details as recorded against their user account and their activity status.
Click on the username to take you to the modify user screen.
Changing a user’s password 

You will need to change users’ passwords when they forget their password or if their log on expires from lack of use. From the Menu bar  XE "Changing a user's password" point to Admin and select NHS Directory:
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Navigate through the NHS Directory to the user’s HCE / location and click on the [Maintain] link next to the user’s name:
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Type in any new details, type in the Password and confirm Password fields and click on Save:

[image: image67.png]Title ars =
Forename froan Granted Capabilti Remov

Surname [Smith | Select Capability
Location [boune Roles

[ —
Job Title Medical Secretary Forth Valey Accept Discharge Deflt Role Remove]
Email | Forth Valy Make Referral Defauit Role Remove]
Forth Valy Make Supplementary Default Role: Remove]
Telephone [or324 564 1234 Dislayng ftems 110 303
Comment 7] Gotopage: 1
[select Role Add

User Name (s« 20) [joansmt

Active 4

The password rules set for Forth Valley are as follows:
» Diferent from the last 4 password(s)

» 6 or more characters long

» 1 or more aphabetical characters

» 1 or more numerical characters

» No spaces alowed

Password (mx32)

The ollowing are ony updated on  vald passwiord change:

Confirm Password

Change password at next logon @

Password never expires "

Receiving Groups

'DOUNE HEALTH CENTRE (25224) (Defoult Group) Remove]
Dislaying tems 1to 10f 1

Gotopage: 1

[select Receiving Group. | Add
Sending Groups

'DOUNE HEALTH GENTRE (25224) (115682) (Defauit Sending Group) Remove]
Dislaying tems 1to 10f 1

Gotopage: 1

[Select Sending Group 2 I R





Password Security

·  XE "Password Security" Your password must be at least six characters in length

· Your password must have a combination of alpha and numeric characters and is case sensitive

· Never write down your password or reveal it to others

· When keying in your password it will be displayed as a series of (((((( so that it cannot be read

· When you change your password, the new one must not match any of the previous four passwords used for your user name

· If you think someone else may know your password, you should change it as soon as possible

Password Expiry

 XE "Password Expiry" Passwords in SCI Gateway are configured to expire after 90 days. Messages indicating the countdown to the expiry date will be displayed when you log on from seven days prior to that date. You should change your password during this notification period.

Password Grace Period

 XE "Password Grace Period" If you do not change your password prior to it expiring, the system will initiate a 21-day grace period. If you log on during this time you will be prompted to change your password before you can proceed.

If you do not change your password prior to it expiring or during the 21-day grace period, a message will be displayed the next time you log on informing you that your password has expired. If this happens you must contact your system administrator to have a new password issued.

Moving a user’s home HCE

When a user moves from one HCE to another if they change their work location, you can change their home HCE without the need to create a new login.
Navigate to the required user who will be changing their Home HCE. Alternatively use the Search for User option as described on page 3-25 to locate your required user.
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The User Maintenance page is displayed showing the user’s Home HCE 




[image: image69.png]NHS
N

SCOTLAND el | Rese | jDelete |
[rr—
— e Mrs ] Home HCE
—— Forename Margaret ‘Alva Medical Practice (25046) Change Home HCE

‘Surname Baird
G5 e Admin Capabiiities
Searity » | Location [alva Medical Practice The user has not been assigned any Capabilties
Hep b Tt Pracice Administrator Select Capabilty EH |
Logoff —_—
_—






The Health Care Entity window pictured below is displayed after clicking on Change Home HCE as described on the previous page:
When you select the required new HCE the old HCE will automatically be deselected.
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Once you have clicked on Select as described above you are returned to the Modify User screen and the Home HCE that you have selected will be displayed.
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Any Roles, Sending Groups and Receiving Groups that the user was a member of will remain the same. You must remember to change them to what is appropriate for their new HCE and Role.
After clicking on Save to save all of your changes the following message will be displayed:
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When you navigate to the user’s original home HCE their username is no longer displayed in the list of users.
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When you navigate to the user’s new home HCE their user name is displayed in the list of users.
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The user will not be able to view messages at their original Home HCE.
Deleting a user

 XE "Deleting a user" Navigate through the NHS Directory to the HCE where the user is assigned – in this example a GP practice:
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Select the practice from the list of active practices:
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The list of GPs is displayed. This is the level that all practice staff, GPs and clerical users should have been added.  Click on the [Maintain] link next to the user to be deleted:
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Pictured below is the Modify User window displayed after clicking on [Maintain] as described on the previous page. Click on the Delete button:
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Click on OK to complete:
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When users are deleted from SCI Gateway they will not be able to log in to SCI Gateway and their user account cannot be reinstated. The user name will not be visible in the NHS Directory, Modify user or HCE groups windows and will not be searchable.

Any activity they have had on SCI Gateway will be retained i.e. history and activity in the audit trail and in protocols and stylesheets maintenance windows.

After a user has been deleted the user name can be reused.
Reactivate Inactive Users
There may be a requirement for you to reactivate a previously inactivated user .Navigate to the Modify User window of an ‘Inactive’ user by clicking on [Maintain] in the NHS directory tree:
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Inactive Users 

In the Modify User window ‘Inactive’ users will be displayed in the location’s user list at the bottom of the window.
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In the Receiving or Sending Group HCE windows ‘Inactive’ users will still be displayed in the Users section. See section 4 for more information on HCE groups.
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In the NHS directory tree window ‘Inactive’ users will be listed in the usual way as ‘Active’ users.
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If you try to create a user with the same name as an ‘Inactive’ user the following message will be displayed:
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Adding Admin Capabilities to users

Admin  XE "Adding Admin capabilities to users" users need to be able to manage users and HCEs and to be able to configure local options on SCI Gateway. In order to do this they must have the necessary capability rights assigned to them. In the first instance NISG Support will assign an admin user in your health board area the capabilities required. Thereafter the user will be able to assign the necessary capabilities to other admin users in your area. Capabilities can be added to a user when the user is added to SCI Gateway or at any time later by following the steps below.
Point to the Admin link and select NHS Directory from the drop down list: 
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Navigate through the directory to the user’s HCE / location and click on the [Maintain] link next to the user’s name.  Admin users are generally located at health board area level:
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The modify user screen is displayed, select the required capability from the drop down list and click on Add:
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Each capability required must be selected and added individually.  It is not possible to multi select capabilities and then click on Add.

Capability Options

 XE "Capability Options" Activate/Deactivate HCEs

 XE "Capability Options:Activate/Deactivate HCEs" This allows users to activate or deactivate an HCE i.e. hospitals, clinics, clinicians.

Add Consultant/HCP

 XE "Capability Options:Add Consultant/HCP" This allows users to import a Consultant or HCP from the full ISD reference files.

Allowed Destinations
 XE "Capability Options:Allowed Destinations" This allows users to assign the Allowed Destination option to an HCE. They can also remove the option from an HCE. 
Capabilities

 XE "Capability Options:Capabilities" This allows users to add capabilities for HCEs – for example assign Accept referrals to a hospital.

Dead Messages

 XE "Capability Options:Dead Messages" \t "See" This allows users to manage the dead message list i.e. copies of messages to other locations that have not reached their destination.
Demographic Provider Assignment

This allows users to assign the Extra for CHI Matching and CHI Look up to HCEs. It is for additional services/branches in the Directory tree, e.g. Optometrists. See page 3-44 for information on all Extra Types.
Destination URLs

 XE "Capability Options:Destination URLs" This allows the admin user to configure the URLs for web servers and message destinations with the different message types and options available. Prior to configuring this area you should contact NISG Support for more information, as they will still manage some of these options.

Destination URLs – Modify Only

 XE "Destination URLs – Modify Only" This allows users to apply destination URLs to HCEs in their health board. The capability will not allow users to add or change destination URLs.

Extras 

 XE "Capability Options:Extras" This allows users to configure local options for SCI Gateway – for example local Guidance pages. See page 3-44 for information on all Extra Types.
HCE Stylesheets

 XE "Capability Options:HCE Stylesheets" This allows users to apply stylesheets against HCEs in the health board. The capability will not allow users to add or change stylesheets.
Local News

This allows the admin user to create Local News items on the Home Page of end users which they will be able to view when they login. This can be specific to a level of user e.g. GP practices or for the whole health board. Users will only see local news items that are relevant to them based on their Home HCE.
Maintain Sender Details

Users who have this capability can maintain a list of sender details by manually entering, amending and deleting the sender details in that HCE. Each administrator should only be able to maintain the sender names for those HCEs that they normally have permission to access.  
Messages Not Sent

This allows users to search for messages within their health board with a status of ‘In progress’ and that are due to be archived. This capability is required for admin users to help them manage messages for archiving.
NHS Directory 

 XE "Capability Options:NHS Directory" This allows the user to view the URLs for the health board area under the capabilities section. This capability is required along with User Maintenance in order to manage users.
Receiving HCE Groups

 XE "Capability Options:Permission Groups" This allows users to manage receiving groups – for example, create a receiving group that allows users to receive messages for a specific specialty and its consultants.

Roles

This allows admin users to think at the functional level by defining roles for groups of people who do similar jobs and also to break down capabilities to a finer level of detail.
Protocols

 XE "Capability Options:Protocols" This allows users to add and manage protocols. This facility is not available for users who manage their referrals through a third party system, for example Trackcare. Contact NISG Support if you need further clarification.

Sending HCE Groups

Admin users will be able to allocate one or more HCEs into a Sending HCE Group. Users who are given access to this group will be able to see outgoing messages at any of the HCEs in the group provided the user has the appropriate sending role.

Statuses

 XE "Capability Options:Statuses" This allows the user to configure local statuses for messages – for example checked and passed by GP for in progress referrals.

Stylesheets

 XE "Capability Options:Stylesheets" This allows users to add, edit and manage stylesheets for different message types.

User Maintenance

 XE "Capability Options:User Maintenance" This allows the admin user to manage users – for example add / remove users, manage passwords and assign admin capabilities to users so that they have the ability to configure local requirements and options. Users must also be assigned NHS Directory capability to be able to manage users.

View Directory 

 XE "Capability Options:View Directory" This allows the user to view NHS Directory and the URLs for the health board area under the capabilities section. It is a view only option.

Save button

 XE "Removing capabilities:Save button" When you select this option the capability will be removed from the list.
Restore link

When you select this option the capability will be completely restored to the user. The Restore will not take effect until the changes have been saved. Users cannot add or remove capabilities for themselves.

Reset button

 XE "Removing capabilities:Reset button" When you select this option it will remove all capabilities that have been added to the user and remove them from any Sending or Receiving HCE group to which they have been added. The Reset will not take effect if the changes have been saved. 

Delete button

 XE "Removing capabilities:Delete button" Extreme caution should be exercised using the Delete button as it will not only delete capabilities – it will delete the user’s log on from SCI Gateway.
Removing Capabilities

 XE "Removing capabilities" You may have occasion to remove capabilities from a user, go to the modify user screen: 

Users’ admin capabilities are displayed here.
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The Capability that you have removed is still on the list with the option to ‘Restore’ if required.  
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Adding Extras

 XE "Adding Extras" The Extras area allows Admin users to configure their own health board area with some added features. The extras can be added at whatever level is appropriate e.g. Hospital location. In this example the extra is SCI Store and is added at Health Board level.

Click on the Add Extra button:
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Extras can be added at any HCE level and is an inherited option i.e. if you add the Extra at health board level all the levels below will inherit the Extra.

Extra Types 

Attachment email address

 XE "Extra Types:attachment email address" You can add an e-mail address for an HCE so that users can send e-mails in connection with a specific message. Sending e-mails is not a secure method of communication.

 XE "Extra Types" Can attach files from Docman

 XE "Extra Types:can attach files from Docman" You can attach files straight from Docman in the same way as you would attach a file from your local PC or network. 

Default New Message Schema Version

Adding this as an extra allows boards to globally switch schema version without altering all their protocols. This extra is an inheritable extra, if a given HCE does not have the extra configured, the system will look for the nearest ancestor which does have it configured and will use it’s value. See Schema Version Targeting for more info.

File message in Docman

 XE "Extra Types:file message in Docman" If you have this facility you can file a message straight to Docman. If the message carries the patient’s CHI number a copy of the message will be saved directly to the patient’s record in Docman. For example, when sending a referral, a copy will automatically be saved to the patient’s record in Docman. Discharge letters can also be saved directly to Docman. However, this will be to the Batch Manager and not the patient’s record. EGPFR requests and eGPFR responses need to be saved locally and then dropped into Docman.
When attaching either of the Extras relating to Docman the Info text field should be set to ‘True’ and the additional Message Type field can be set to ‘All Messages’ or the Extra can be added individually for each Message Type.

These Extras should be added to each individual practice and not at Health Board GP Practices level as not all practices use Docman.

Guidance URL

 XE "Extra Types:Guidance URL" You can add the URL of a local website where you publish local guidance on referring protocols. Users will be able to access it directly from SCI Gateway by clicking on Guidance on the menu bar and selecting through the Local Guidelines. Add the URL in the Info Text field as shown for SCI Store on page 3-2.

Patient Demographic Provider

Adding this as an Extra allows the HCE you use either CHII matching or CHI Look up option if the appropriate protocols are available. Initially this should only be added to Optometrists but may in future be added to other branches for example, Dentist.
Receive attachments

 XE "Extra Types:can receive attachments" This must be configured for recipients to be able to determine the options that they require for receiving messages. If you select Receive attachments as described on page 3-43 you need to select one of 3 options from the Info Text field: 
If With message is selected, attachments cannot be sent after the message has been submitted.

If With and after message is selected, attachments can be sent with the original message or attached at a later date / time.

If Never is selected the attachments cannot be sent with the message at any time.

The Info text field should be set to ‘True’ and the additional Message Type field can be set to ‘All Messages’ or the Extra can be added individually for each Message Type.

SCI Store URL

 XE "Extra Types:SCI Store URL" You can add the URL of your local SCI Store. A SCI Store button will be displayed on SCI Gateway and users will be able to access it directly from SCI Gateway. As shown on page 3-2.
Set flags on status receipt

You must configure this option if you want flags to set automatically on the worklist when the status of a message changes. For example, if this option is configured when a referral is printed or opened the Viewed [image: image97.png]


 flag will be displayed on the worklist.
Stop Further Destination

You must configure this option if you do not want senders of messages to select specific consultants. When added after end users select the Specialty to which they are sending the next option available to them will be the protocol.

Importing Consultants or Healthcare Professionals

The NHS Directory in SCI Gateway contains a list of consultants and Healthcare Professionals (HCPs) available in each health board area for each specialty. This list does not contain the full list of consultants and HCPs on the ISD list. If you need a XE "Import Consultant"  Consultant or HCP XE "Import HCP"  not currently available on your list to be added to a specialty at a location under your health board you can import them from the full ISD list.

Navigate through the NHS directory from Health Board | Non-GP Locations / Providers | Hospital | Specialty:
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Your selected consultants or HCPs will be added to the list at the top of the screen as pictured below:
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After you have imported the required Consultant or HCP they will need to be made Active before their name is displayed in any user options/lists. 

Users who want to be able to add a consultant or HCP will need the Add Consultant / HCP admin capability applied to their user login. Contact your system administrator for more information. 

Only Consultants and HCPs on the current ISD reference files can be imported. If the person you require is not on the list contact ISD in the first instance.

Consultants at Virtual Specialties
There may be some locations or specialties in SCI Gateway that are not standard and have been added to the NHS Directory. These are known as virtual specialties and are SCI Gateway specific. 

The virtual entities files are handled by ISD and are processed in the ISD upload SQL server job in the same manner as standard entity files. During the ISD Upload consultants and HCPs are processed so they can be added to a virtual specialty manually by use of the ‘Import Consultant or HCP’ button on the NHS Directory. 
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It is important that users still fill in the names for consultants and/or HCPs that they want to be added to virtual specialties in the appropriate ISD forms.

Users can fill in the appropriate forms (gw_subspec and gw_loc_a) from the following location http://www.isdscotland.org/isd/4810.html and send them to ISD to have their requests listed under virtual specialties.

The preferred method of submission is to attach the completed forms to an e-mail to:

NSS.isdDIGReference@nhs.net
4 Managing Permissions, Users, Roles, and HCE Groups 
The capabilities assigned to an HCE  XE "HCE capabilities" 

 XE "User Permission Groups" determine which type of messages it can send and / or receive. Users take their capability from the HCE where they are added in the NHS Directory.

After users have been added and capabilities have been assigned to HCEs, you need to manage User Roles and HCE Groups so that users can work with messages for an expanded or condensed list of locations, specialties or clinicians as required.

This section covers:
· User Roles
· HCE Groups (Sending and Receiving)

· User Permissions Report
User Roles

User Roles allows health boards to define roles across HCE boundaries. For example, a Medical Secretary role might be created to define the standard functions that are to be performed by medical secretaries across hospital departments or even across several hospitals. This could be achieved by defining one ‘Medical Secretary’ role thus providing a standard set of functions that a medical secretary can perform: functions based on the messages and capabilities defined for the HCEs in which each individual secretary operates.

In the case of a GP practice using roles, practice staff could be restricted to ‘Create Referral’ and ‘View in Progress’ thus providing them with the ability to create, park and review a referral while the GP role could be extended to include the ‘Send’ capability thus allowing GPs to review and send the referral while preventing practice staff from inadvertently sending the referral that was not complete and putting the responsibility of sending it on the GP.  
Roles capability

In order for a user to be able to create and manage roles they must be assigned the appropriate capability.
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Accessing Roles 

Once an administrator has the appropriate capability they will be able to create or manage a Role. Point to Admin and select Roles from the Menu Bar:
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The default roles provided by SCI Gateway are named:

<Health Board Name> Accept <MessageType> Default Role – e.g. Forth Valley Accept Referral Default Role.
This role has all the relevant receive permissions ticked except Redirect

<Health Board Name> Make <MessageType> Default Role – e.g. Forth Valley Make Referral Default Role.
This role has all the send permissions ticked

<Health Board Name> Redirect <MessageType> Default Role – e.g. Forth Valley Redirect Referral Default Role.
Creating a new Role

Pictured below is the New Roles Details window displayed after clicking on the New Role button as described on the previous page.



[image: image107.emf]


[image: image108.emf]



By default the Receive tab is at the front. Click on the Send tab to bring it to the front if you want to include Make message type options in the Role.
There are dependencies with the options for Roles which means that some options are not live and able to be selected until you have selected another option first e.g. for a sending Role you must select ‘view-in progress’ to make ‘create / park’ live; once ‘create / park’ is selected Send becomes live and can be selected. For a receiving Role you must select ‘view received for any other option to be selected. 
The reply option is only available for messages that can be replied to e.g. Advice Request and eGPFR Request. In other words you cannot reply to a Referral. The tick box will always be greyed out regardless of other options selected.

You can create individual Roles for each message type and assign a number of Roles to users or you can create one Role that includes all the message types required.

Using the NHS Directory Window

When adding an Owner to a Role or using Filter by HCE the NHS Directory window is displayed as pictured below:
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Owner 
There can only be one owner of a Role this would usually be the Health board but can be an HCE further down the directory tree., for example you may want to add it GP Practice level.

Filter by HCE

When you select an HCE either a GP practice, or a hopsital or a specialty you can only select one HCE, e.g. you cannot see the users of 2 different Gp practices at one time. 

Editing a Role

There may be occasion when you want change a users permssions. This can be done by updating the current Role that the user is assigned to. In the Roles window click on [Update] next to the required Role:
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Health board administrators should be aware that if they edit a role it will affect all the users in that role.
Dependencies
If you de-select an option that other options depend on a warning message will be displayed. Pictured below is an example of a warning message displayed after de-selecting ‘view in progress’ 
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When you click on OK as described above you will be returned to the Edit Role Details window and all the options that had a dependency on ‘view in-progress’ will have the ticks deselected.
When you click on Cancel you will be returned to the Edit Role Details window and the option that you deselected will have the tick reinstated.

Deleting a Role

To delete a Role all users must first be removed from the Role. To remove users click on [Update] next to the Role that you want to delete:
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A quick method of highlighting all users for removal is to highlight the first one then click on shift and highlight the bottom one in the list.
Pictured below is the Roles window displayed after clicking on Role List as described on the previous page.
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If you try to delete a Role without first removing the users the following message will be displayed:
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Cloning a Role

The facility to Clone allows you to copy and take the users assigned to an existing Role into a new Role. Pictured below is an example of the Roles window, each Role has an option to clone.
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HCE Groups

Sending Groups

A Sending HCE Group may consist of more than one HCE. A user will be able to see messages sent from any of the HCEs in their Sending HCE Group. The HCE that a message is sent from is always the user's Home HCE (as before), i.e. a user will be able to see and submit messages from any of the HCEs in their Sending HCE Group, but they will only be able to create messages from their Home HCE.
Default Sending Groups

Default groups were created automatically on SCI Gateway upgrade to V14, for HCEs that had the Make Message capability in previous versions of SCI Gateway. These groups were created so that all users would have the same functionality that they had had prior to the upgrade.

The Sending HCE Groups were named ‘<HCE Long Name> (<HCE ID>) (Default Sending Group)’ – e.g. Training Medical Centre (70865) (Default Sending Group).
Receiving HCE Groups

Receiving HCE Group may consist of more than one HCE. A user will be able to see messages received by any of the HCEs in their Receiving HCE Group. 
The message totals shown on the home page will be determined by the HCEs the user’s Receiving Group.
Adding HCE Sending and Receiving Groups 
Admin users who have been given HCE groups capabilities can view either Sending or Receiving HCE groups via the admin menu. Point to Admin | HCE Groups and select Sending or Receiving Group as required:
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Pictured below is the HCE Group Details window displayed after clicking on New Sending Group as described on the previous page:
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Once you have added all the relevant data and clicked on Save, the following confirmation message will be displayed at the top of the HCE Group details screen:
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Editing a Group

There may be occasion when you have to add or remove data from an HCE group. Open the HCE Group details window as described on page 4–13
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After you have completed all changes required clicked on Save  as described on the previous page the following confirmation message will be displayed:
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Deleting a Group

There may be occasion when an HCE group is no longer needed and you want to delete it. Prior to deleting the group you must first of all remove all users as described on page 4–15. Once the users are removed you can proceed with the deletion. From the HCE details window:
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Once the group has been successfully deleted the following confirmation message will be displayed at the bottom of the Group List screen:

[image: image131.png]Group deleted successfully.




If you try to delete a group that still has users assigned to it the following message will be displayed:
[image: image132.png]The Group must be detached from all users before it can be deleted.




Change a users Home HCE

If a user moves work location within your health board, administrators can change the user’s Home HCE instead of having to create a new user ID to their new location. Navigate to the required user who will be changing their Home HCE. Alternatively, use the Search for User option to locate your required user.
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The user’s Home HCE is displayed above the Admin Capabilities section:
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The Health Care Entity window pictured below is displayed after clicking on Change Home HCE as described on the previous page:
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When you select the required new HCE the old HCE will automatically be deselected.
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Once you have clicked on Select as described on the previous page you are returned to the Modify User screen and the Home HCE that you have selected will be displayed.
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Any Roles, Sending Groups and Receiving Groups that the user was a member of will remain the same. You must remember to change them to what is appropriate for their new HCE and Role.  See the following page.
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After changing the users home HCE as described on pages 4–18 – 4–20 you still need to amend the user’s Role and Sending and Receiving Groups as required. In the modify user window:


[image: image139.png]e r—
T
P
[ I —
e [rrocice Admmmaer
st | ——
B 1T

User Name (max 20) [V_airdl

Actve 4

The password rules set for Forth Valley are as follows:
» Different from the last 4 password(s)

» 6 or more characters long

» 1 or more aiphabetical characters

» 1 or more numerical characters

» No spaces alowed

Password (rax32)

e flling s ony updted on s vaid passuerd change:
Confim Passiord

Change password at nextlogon [

Password never expires [

Home HCE
Balfron Health Centre (25051)

Admin Capabilties
The user has not been ssigned any Capabites

Select Capabilty <]

|

Roles

Forth Vally Accept Advice Response Defatit Role Remove]
Forth Vally Accept Discharge Defatit Role Remove]
Forth Vally Make Advice Request Defait Role Remove]
Forth Valey Make Referral Default Role Remove]
Forth Valey Make Supplementary Defaut Role Remove]

Displayingitems 110 50f 5
Go topage: 1

[select Role

|

Receiving Groups

ALVA HEALTH CENTRE (25046) (Default Group) Restore]
Balfon Health Centre (25051) (et Group2) Remove]
Displaying tems 110 202

Go'topage:

[select Receiving Group. =

= |

Sending Groups
(250%) (115622) (O ding Group) Restore]
Balfron Health Centre (25051) (115631) (Default Sending Group) Remove]

Displaying tems 110 20f 2
Go topage: 1

[select Sending Group







7.

After clicking on Save to save all of your changes the following message will be displayed:
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When you navigate to the user’s original home HCE their username is no longer displayed in the list of users.
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When you navigate to the user’s new home HCE their user name is displayed in the list of users.
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The user will not be able to view messages at their original Home HCE.

User Permissions Reports
The user roles and permissions search screen enables admin users to view details of users’ roles and permissions based on specific search criteria.

The roles search screen displays all matching users along with their status, home HCE, roles, receiving HCE groups and sending HCE groups.  

The permissions search screen is for an individual user and displays the user’s permissions for each message type.

To access the User Permission screen go to Admin | Administrative Reports| User Permissions.
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Pictured below is an example of the report displayed after clicking on Search as described on the previous page. The list of users will be ordered by surname then forename
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· If the ‘Role’ is set to ‘(All)’ users who have not been allocated to a role will be included.

· If the ‘Receiving HCE Group’ is set to ‘(All)’ users who have not been allocated to a receiving group will be included.

· If the ‘Sending HCE Group’ is set to ‘(All)’ users who have not been allocated to a sending group will be included.

· If any users are allocated to more than one role, receiving group or sending group, all of the results will be displayed.

To view a users permissions find the user you require in the list and click on Permissions .
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5 Statuses

 XE "Statuses" SCI Gateway provides a default status of ‘In Progress’ for messages not yet sent, and a default status of ‘Submitted’ for messages that have been sent, however, the Add Message Status function allows Admin users to configure statuses that meet the needs of their own health board area. The different statuses allow users to monitor the progress of a message through its journey. For example, when an appointment has been scheduled for a referral the status may be changed by the hospital to show this. 

There are 2 steps to creating a new status for your health board.

Step 1 – Creating a new status

 XE "Creating a new status" \t "See" Within the Existing Message Statuses area you will find a list of available statuses that NISG Support and other health board areas have already created. Prior to adding a new status you should look to see if there is an appropriate status available. If not the first step is to add a status with your own name / wording and save it to the list.

Step 2 – Apply the new status 

 XE "Applying a new status" The new status will now need to be applied to your own health board. You will need to specify if you want to change a default status.  For example, if you are applying a redirect status you may want to change the default setting from submitted to the name of your new status.

This section covers:

· Adding an original status

· Applying statuses to your health board area

· Removing statuses

Accessing the Add Message Status Window

 XE "Accessing the Add message Status window" You can access the Add Message Status window by clicking on the Admin link and then selecting Statuses as pictured below:
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Note:
For a user to be able to add a Status to SCI Gateway they must be assigned the appropriate capability.
Adding a New Status

Creating a new status

 XE "Adding a new status" Select the message type for which you want to add a status:
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Enter the details of new status into the Name field:
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Select the Status type and click on Save:
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The new Status has been added to the national list of Existing Referral Message Statuses:

 XE "available statuses" 
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You may have to search through the pages of available statuses to find the new status that you have just added. In this instance the new status is on page 2.
The order for each list of statuses is alphabetical by status name – ‘In progress’ first and followed by ‘Submitted’.

Applying a new status

The new status must now be applied to your health board area before it will be available for users.

 XE "Applying a new status" 
Place a tick next to the status that you want to apply:
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Health Board Area Forth Valley 5] Add the selected Message Statuses above to the selected Health oard Area:





The screen is refreshed and the new status is added to the list of ‘Existing Message Statuses’ for the selected health board:
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Changing a Default Status

 XE "Changing a default status" If you have added a new status for redirect you can change the default status from ‘Submitted’ so that when a message is redirected the new status is generated, applied to the message and is displayed in the worklist:
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Note:
Redirected messages will have a status of ‘Submitted’ in the worklist if you do not change the default status for redirected messages. Changing the default status will ensure the sender of the message is aware that their message has been redirected. The health board is responsible for choosing the status names.
Although it is possible for the local health board area to change the default statuses of ‘In Progress’ and ‘Submitted’, it is not recommended, as this may cause confusion for users when messages are sent between different health board areas.

Removing Statuses

 XE "removing a status" You can remove a status from the list of ‘Existing Message Statuses for your health board area’, if it is no longer required.

Find the status that you want to remove – you may have to scroll through the pages of statuses for your health board area:
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The screen is refreshed and the status is no longer on the health board area list. It will still be in the ‘Existing Referral Messages Statuses’ list for all NHS Scotland.
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Note:
It is not possible to delete a status from the list of ‘Existing Referral Messages Statuses for NHS Scotland’
6 Managing Destination URLs & Destination Queues
 XE "Maintaining URLs" In order for other systems e.g. SCI Store to receive messages the location must have the URL address for its Web server configured in SCI Gateway with the types of messages and options required.

Messages are saved and can be accessed in SCI Gateway by the receiver and sender of the messages. Copies of messages can also be sent to other locations so that third parties e.g. other clinicians and AHPs where appropriate, can access them with the patient’s consent.

SCI Store is the main location for copies however health board areas can send copies to any secure location that they choose. URL addresses for these receiving locations must be configured on SCI Gateway with the types of messages and options required.

This section covers:

· Assigning destination URL capabilities

· Adding URLs for locations

· Message Interfaces for Originals and Copies incl. Recipient Web Service v2.0 and v3.0
· Messages Not Sent

· Managing Dead Messages

Assign Destination URL capability

For a user to be able to add a URL to SCI Gateway they must be assigned the appropriate capability.

 XE "Assign Maintain URL capability" 
Click on the [Maintain] link next to the user who is to be assigned the capability:
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Select Destination URLs from the Select Capability drop down list and click on Add:
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Capabilities for users are assigned by your local health board but it is not possible to assign the Destination URLs capability to yourself. Contact NISG Support if you need to be assigned this capability. It is the responsibility of the health board area to ensure compliance with national and local security standards.

Once the capability has been assigned you will be able to configure URLs for your hospital web servers, SCI Store and any other locations to which you need to send copies of messages.

Alternatively an admin user can be assigned Destination URLS – Modify Only. This will allow the administrator to attach or detach HCEs to the URL but will not allow them to add or delete Destination URLs or edit the Name, the URL, the Interface or Send Method of an existing Destination URL.

Add a URL for a receiving location

To add a URL for a receiving location  XE "Add a URL for a receiving location" point to Admin on the Menu bar and click on Destination URLs:
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Click the required send method using the radio button and select the appropriate interface from the Interface drop down list and assign the required capabilities:
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The Health Care Entity Directory screen is displayed. Click on the [image: image166.png]


 icon to expand the directory and select the HCEs that you want to associate with the URL:
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The details of the associated HCEs are displayed in the HCE Links field in the New URL Details screen.
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After clicking on Save the details will be added to the list of URLs for the health board area.

You can associate as many HCE / locations as is required to a URL. For example, if you want your SCI Store to receive copies of all referrals received by all Health Board Non GP locations: 

· Give the URL a suitable name for your SCI Store

· Select Asynchronous

· Select With Attachments from drop down list

· Select Accept referral tick box

· Click on HCE button 

· Click next to Health Board area to expand list

· Select Area Non GP Locations / Providers tick box

· Click on the Select button in the HCE Directory window

· Click on Save

If the GP practices and or primary care locations in your area refer to locations in other health board areas you may want to set up the URL to receive copies of those referrals too. For example:

· Select Asynchronous

· Select With Attachments from drop down list

· Select Make referral tick box

· Click on HCEs button 

· Click next to Health Board area to expand list

· Select Area GP Practices tick box

· Click on Select 

· Click on Save

The GP Practices and Non GP Locations / Providers lists can be expanded and individual locations selected if you do not want to choose the full list. See pages 6-7 to 6-8 for more information on message types. 
If selecting all is not appropriate for your needs you will need to configure a separate entry of the URL for each message capability option you choose. For example, you may have 4 entries for your SCI Store URL, one each for Make referral, Accept Referral, Make Discharge and Accept Discharge with a more defined list of associated locations. Associated locations are locations which will send messages to the URL.

SCI Gateway will not send multiple copies of a message to SCI Store. It will determine where there is more than one request for a single message and send only one copy.

To be able to receive copies into your local store you must ensure the latest Recipient Web Service component is installed on your SCI Store server. Other configuration may also be required. Contact the Atos Helpdesk for more information
The URL for other locations must be for a valid webserver connected within the NHS net. The process for adding the URL is the same as that for any HCE or SCI Store.

The SCI Outpatients option is now redundant and was only available for hospitals and clinics which used the SCI Outpatients Management System to manage their outpatient referrals and appointments.
Message Interfaces and Capabilities

 XE "Message Interfaces and Capabilities" The capabilities available are dependent on the send method (original or asynch) and interface you select from the drop down list. 
Original message 

 XE "Original messages" This is the type of message that you would usually send through and be managed through SCI Gateway, for example referrals or discharges. When setting up URL details for original messages you would choose ‘With Attachments’.
If you activate a new hospital / HCE you will need to configure the URL for the new Web server with the relevant message types, interfaces and message type capabilities using the Original message option.
The message type capabilities that can be chosen are displayed below:
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Asynchronous Copies
 XE "Asynchronous copies" Asynchronous messages are copies of messages sent through SCI Gateway. When you want to set up a URL for a location so that it can receive copies of your referrals you can either use with Attachments, Recipient web service v2.0 or Recipient web service v3.0. It is not possible for a redirected referral to have a copy sent to either SCI Store or any other destination.

Asynchronous Message Capabilities
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Recipient Web Service v2.0 
This interface enables URLs to be configured that can pass messages via the outbound web service synchronously or asynchronously.

Recipient web service v2.0 is necessary to work in conjunction with Globally Unique Identifiers (GUIDs) for stylesheets. See page 8–7 for more information on GUIDs.
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When an existing URL is amended via the ‘Edit URL Details’ page the user will be able to select the option ‘Recipient Web Service v3.0’ from the ‘Interface’ drop down box. This option will appear when the ‘Send method’ is either ‘Original’ or ‘Async’.
Recipient Web Service v3.0

Recipient Web Service v3.0 is an additional recipient web service interface which has been created so that third party systems have the option to receive messages and notifications from SCI Gateway. The third party systems will be able to call in order to send messages to SCI Gateway and update the status of messages etc. Specifically it will be able to:

· Send messages onto other systems including the HTML and the XML. This will reduce the management overhead of distributing stylesheets to recipient systems and ensure that there are no differences in the rendered letter.

· Send messages onto other systems within a wrapper that includes the message ID.  This will avoid the possibility of the message XML and message ID being separated and thereby being unable to tell which SCI Gateway message the XML represents.

· Send notifications onto other systems when a message is cancelled, deleted, redirected or a cancel is reversed. This will keep all systems synchronised.

· Receive notifications from other systems to set and clear message flags, delete, cancel and redirect a message. This will keep all systems synchronised.
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When an existing URL is amended via the ‘Edit URL Details’ page the user will be able to select the option ‘Recipient Web Service v2.0’ from the ‘Interface’ drop down box. This option will appear when the ‘Send method’ is either ‘Original’ or ‘Async’.
Daily Emails

Whenever you have dead messages you will receive an email daily until the dead messages are cleared.

· You can add as many admin users’ email addresses as are required to receive alerts for dead messages to the Email list.
The Mandatory email list is managed by NISG Support.

The Add to List button will be greyed out and unavailable until you enter a recognisable email address.

The number of dead messages that trigger an alert to admin users is locally definable by selecting from the drop down list.

When the email addresses have been set up, each time dead messages on SCI Gateway reach your predetermined number all the addressees will be alerted by email to inform them that their recipient server is off line. See page 6–14 for more information on dealing with message queues.
Once notified, SCI Gateway can then hold messages in a queue until the server is back on line instead of creating a build up of dead messages. Once the server is back on line the queue can be cleared.

Editing URLs
 XE "Editing URLs" If you have to change the URL address for an HCE / location in your health board area, this can be managed through the NHS Directory.

Navigate to the HCE that needs the URL changed. Click on Remove:
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SCI Gateway will remove the URL.
To choose an alternative, select a URL from the drop down list:

[image: image178.png][URLS for Forth Valley Non-GP Locations/ Providers

L teme ___________loriginallinterface| __Detach __]

wRL [ e 3 =T
RWS - Async

Data for Forth Varabumea L8, oo/ Droviders

Active True Make inactive

Allowed Destination 7.,

Not Destination Destinations Tree




Click on Attach Url to complete:
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To carry out a change in this manner you must know the name and message type associated with the URL you are changing to. If unknown the URL must be changed through Destination URLs.

Deleting a URL

If you no longer need a URL you can delete it.
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When you click on OK a confirmation message is displayed telling that the URL has been deleted.

When a URL is deleted in the Destination URLs function, all Queued and Dead items will be removed from the queue and all HCE links to the URL will be deleted.

Destination Queues 

 XE "Managing Dead Messages" When copies of messages are sent to your required destination they are placed in a queuing mechanism. If the receiving system is unavailable the messages will go back into the queue and will be re-submitted a number of times after which they will be deposited into Destination Queues. The number and timescale for re-submission is configured at NHS Scotland level and currently is set at a timescale of ten minutes.

Destination Queues area will allow you to view and manage the status of their URLs and view and manage dead messages giving you the ability to retrieve messages and resubmit at a later time when the receiving system is available, or delete if required. In addition each URL will have a priority assigned to it of Low, Normal or High. 
To view your URLs and dead messages queue point to Admin and click on Destination Queues:
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Priority Column

Users can set the priority of each URL to Low, Normal or High by using the options in the priority column. The default will be set to Normal.  
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Status Column
If a URLs status is Alive users have the ability to pause it by clicking on the Pause hyperlink in the status column. [image: image186.png]Pause]




If a URLs status is Dead, users have the ability to restart it by clicking on the Restart hyperlink in the status column. [image: image187.png]Restar]




Queued / Dead / Total Columns

These columns display a count of the number of queued messages for each URL is displayed under the Queued column, a count of the number of dead messages under the Dead column and a total of queued and dead messages for each URL displayed in the Total column. Click on the number to view details of the messages:
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Destination Queue Items 
The Destination Queue Items window is displayed after clicking on a number of messages as described on the previous page:
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The audit trail for the message is displayed and gives details of date and time the message was created and all the attempts to send.
Icons in Destination Queues

Notifications received from other systems to set and clear message flags, delete, cancel and redirect a message are denoted with icons for each option. A Tooltip is displayed explaining what each symbol represents by hovering your mouse over it.

The table pictured below shows the icons that may be viewed in the Destinations Queues screen:

	Icon
	Description
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	Delete Discharge
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	Cancel Reverse (Discharge)
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	Cancel Discharge
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	Delete Clinic Letter
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	Cancel Reverse (Clinic Letter)
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	Cancel Clinic Letter
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	Delete Advice Request
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	Cancel Reverse (Advice Request)
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	Cancel (Advice Request)
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	Message, including message sent with attachments
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	Attachment subsequently uploaded to an existing message
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	Redirect (notification to original provider)
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	Message redirect, including message redirect with attachments (notification to new provider)



Re-submitting and Deleting Dead Messages
To re-submit or delete dead messages open the Destination Queues Items window as described on page 6–14:
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Make Dead
This option allows you to move messages that are in the queued list, because the webserver they are trying to reach is off–line, to the dead message list. Once the messages are ‘Dead’ and the web server is back on line you can resubmit or remove as required.
Re-submit Dead

If you select Re-submit Dead the messages will be removed from the Dead Messages list and go through the re-sending process. If the receiving location is still off–line or the process fails the messages will re-populate the Dead Message list.
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When all messages have been cleared the following message will be displayed: 
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Remove

When you click on the Remove button as described above the following message is displayed:
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Dead Messages should only be deleted if instructed to do so by the sender or receiver of the message. If for technical reasons it is not possible to re-submit a dead message contact NISG Support for advice prior to deleting.

Messages Not Sent Report
There is an admin capability required for admin users to help them manage messages for archiving. This function will allow admin users to search for messages within their health board with a status of ‘In progress’ and that are due to be archived. 

Through the NHS Directory navigate to the Maintain User window of the user to allocate the capability:
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When the admin user logs in after the new capability has been applied they will have a new option on the Menu Bar:
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When you click on Search as described on the previous page, all messages that match the search criteria will be displayed as pictured in the example below.
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· It is each health board’s decision how they manage their ‘messages not sent’. Copies of messages can be saved or deleted as required.
7 Managing Protocols 

 XE "Managing Protocols " SCI Gateway uses protocols to generate different message types. Protocols are created and maintained at local health board area level. 

Step 1

Protocols are written in an xml editor and tested using the Protocol Verification Tool (PVT). When a protocol passes the PVT the administrator at the health board publishes and tests protocols on the SCI Gateway Training instance. Any changes required would be made and re-tested.

Step 2

When all concerned are happy that the protocol is ready it is published on the Live instance of SCI Gateway for general use.

This section covers:

· Adding A New Protocol

· Editing Protocols

Adding a new Protocol

To add a new protocol  XE "Adding a protocol" point to Admin and click on Protocols on the Menu bar:
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A list of protocols will be displayed. Click on New Protocol:
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The name of the protocol should be unique. It is not possible to create two protocols with the same name.

Select the Message Type from the drop down list:
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An owner must be assigned to the protocol. This will determine who has responsibility for managing the protocol:
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There can be only one Owner of a protocol. The Owner would usually be at health board level but can be different where appropriate.

If you try to save a protocol without assigning an Owner the following message will be displayed:
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Once you have selected an Owner the next step is to select the HCEs that will be associated with the protocol. Click on the HCEs  button to add the locations / HCEs that you want to associate with the protocol:
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Protocols should be associated with the HCE that is the recipient of the message. For example a referral protocol should be associated with the clinic or hospital specialty to which a GP has sent a patient referral.

After clicking on Select as described on the previous page you are returned to the ‘Add protocol’ window:
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The protocol code should be created by your preferred method e.g. Notepad or XML Spy, and verified using the Protocol Verification Tool (PVT). The code should then be copied from source:
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The XML copied and pasted from source is displayed. Ensure no changes are made and click on Protocol Details:

Pictured below is the Protocol Details window displayed after clicking on the button as described on the previous page:
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A confirmation message will be displayed telling you the Protocol was created successfully and you can now activate the protocol.
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If you try to save a protocol with an error in the XML the following message will be displayed.
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Pictured below is the Protocol List window displayed after clicking on the button as described on the previous page. The new protocol that you have just created is displayed in the list: 
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Editing Protocols 

There will be occasions when you want to edit the details or update the XML code in a protocol. Open the Protocol List window as described on page 7–2. The list of protocols for your health board is displayed. The default is set to 20 protocols per page but can be changed as required.
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The Protocol Versions screen is displayed. If you have previously updated a protocol there will be more than one version displayed.
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Pictured below is the Edit Protocol window displayed after clicking on Update as described on the previous page:
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When you return to the Protocol Details window you can save the changes. 
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If you have edited the XML a new version of the protocol will be generated as in the example above. The new protocol takes its activity status from the protocol that was edited i.e. if the protocol being edited was ‘Inactive’ the new protocol will also be ‘Inactive’. If you want the new protocol to take effect immediately ensure the ‘Active’ option is selected. 

Editing the name, description, owner, HCEs or Active status will not create a new version of the protocol. 

If editing the name of the protocol ensure the name is unique or you will not be able to save the changes.

If you make an incorrect change to the XML, the following message will be displayed:
[image: image236.png]Protocol XML is invalid (not well formed).




8 Managing Stylesheets 

In SCI Gateway a stylesheet is used to display the information entered in a protocol in the form of a letter. 

Health board areas can add and edit stylesheets to suit their own requirements. Different versions of stylesheets for the same type of letter can be created and stored without affecting previously created letters through stylesheet versioning. A stylesheet can have any number of stylesheet versions, which allows old and new letters to be viewed whenever required. Only one stylesheet per message type can be attached to a HCE. 

Changing the stylesheet version’s XSLT is the only way to create a new stylesheet version.

This section covers:

· Adding a new stylesheet

· Globally Unique Identifiers (GUIDs)

· Linking a stylesheet

· Creating stylesheet versions

· Deleting stylesheets

· Protocol Verification Tool (PVT)

Adding a new stylesheet

In order to add a stylesheet a user must be assigned Stylesheets capability. Contact NISG Support if you need to be assigned this capability. Point to Admin and click on Stylesheets:
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In the Stylesheet List screen click on the New Stylesheet button to add a new stylesheet:
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In the Add Stylesheet screen give the new stylesheet a name, description and choose a message type from the drop-down list.  
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Attach an owner HCE to the stylesheet by clicking on the Owner button: 
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The owner should be the HCE with the permissions to add, edit and delete the stylesheet. Parents of the HCE will also have permission to make changes.

Choose an owner HCE from the Health Care Entity Directory then click on the Select button to complete. It may take a few seconds to return to the Add Stylesheet screen:

[image: image241.png]Health Care Entity Direct

To select an HCE, put 3 6ck i the check box beside it.
Once you have checked al required HCES, hit Select.

£ [giForth Valey

I Forth Valey Community Services

I Forth Valey GP Practices

[ Forth Valley Non-GP Locations/Providers
I FV Dental Services

Select Cancel | I Show Inactive =

‘Show Inactive could take a while.




The owner HCE should now be visible next to the Owner button:
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Attach the HCEs that are to use the stylesheet by clicking on the HCEs.. button. This should be those who are to have their letters affected by the new stylesheet:
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Choose the required HCEs from the HCE Directory box and click on the Select button to complete. It may take a few seconds to return to the Add Stylesheet screen:
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To detach the currently attached HCEs click in the appropriate HCE box to remove the tick.

To show the HCEs attached to the stylesheet click on the Show HCEs button:
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There is a second list box named ‘Other HCEs using the stylesheet’. The second HCE list box will only be populated if stylesheets are attached at a higher entity level to your own e.g. NHS Scotland level. In the example above there are two other HCEs within the ‘Other HCEs using the stylesheet’ list box. These have been added at NHS level. 

Activate and choose a schema version for the stylesheet within the Stylesheet Version Details area of the screen:
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There are normally two options for a schema version: a) the latest and b) an earlier one. Usually the latest schema version would be chosen; an earlier one would only be selected if messages were being received from a third party system that could only send messages using an out-of-date schema version. If in any doubt contact the NISG Support.
Add the stylesheet XSLT code from its source by copying and pasting into the code screen:
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Back at the ‘add stylesheets’ screen:
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Globally Unique Identifiers (GUIDs)

For systems that send messages into SCI Gateway via the inbound web service (e.g. from a hospital discharge system to SCI Gateway), corresponding stylesheets must be uploaded into SCI Gateway to enable it to display the letters.

For systems that receive messages from SCI Gateway via the outbound web service (e.g. from Gateway to SCI Store, PAS etc), corresponding stylesheets must be uploaded into those systems to enable them to display the letters. 

A mechanism is required so that in the event of a stylesheet being amended on one systems, other systems will recognise that their stylesheet is no longer valid. This will enable these systems to accurately and safely display the letter or trigger an alert to identify if they do not match thus reducing the threat of clinical risk.

The solution to this problem is that every stylesheet version that is created will have a globally unique identifier (GUID). The GUID will be of the format hhhhhhhh-hhhh-hhhh-hhhh-hhhhhhhhhhhh where h is a hexadecimal character. For example:[image: image250.png]5027969e-80c5-4401-b7c6-dd4820F26ake



.

The receiving systems web services need to accept stylesheets with GUIDs. 
Destination URLs need to enable URLs to be configured so that they can pass messages via the new outbound web service synchronously or asynchronously.

The interface dropdown includes recipient web service v2.0 and recipient web service v3.0 (which are necessary to work in conjunction with GUIDs).

After the R14.0 upgrade all existing stylesheets in Gateway were assigned a GUID.
When a new stylesheet is added via the ‘Add Stylesheet’ page the user will be able to enter a GUID manually or to auto-generate a GUID. The new stylesheet cannot be saved without a valid GUID.
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If the GUID is entered in the incorrect format there will be an error message:
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Save the changes to the stylesheet:
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[image: image254.wmf] 


View the newly added stylesheet details:
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The new stylesheet listing has a name, description, message type, versions and select column as shown below. 
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Linking a stylesheet to an HCE via the NHS Directory

Once a stylesheet has been added and attached to one or more HCEs within the Add Stylesheet window it is automatically listed within the NHS Directory under those HCEs, so there is no need to go through the linking process. However, it may be required to link an existing stylesheet to another HCE. It is possible to attach an existing stylesheet to an HCE directly from the NHS directory.

Point to Admin on the menu then click on NHS Directory:
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The stylesheets for the health board area / HCE are displayed at the bottom of the NHS Directory screen and list all the linked stylesheets including those owned by NHS Scotland:
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The list of available Stylesheets for your health board is displayed. Select which stylesheet to attach to the HCE by clicking on the appropriate radio button.
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Before returning to the NHS Directory, update the details by clicking on the Update button

On return to the list the stylesheet that was detached is no longer displayed.
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Return to the NHS Directory by clicking on the NHS Directory button:
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Within the Stylesheets for Health Board list at the bottom of the NHS Directory screen you will see the new stylesheet listed. This stylesheet will now affect all of its child HCEs:
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Stylesheets that are owned by NHS Scotland cannot be detached by anyone other than NISG Support.

You will need NHS Directory and Stylesheets capability to be able to carry out this function.

To detach the stylesheet from the owner click on the [Detach] link:
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Creating stylesheet versions

Once a stylesheet has been added another version of that stylesheet can be created. For example a new version of a referral stylesheet can be added and linked; this would then be the stylesheet that is used for referral letters from that point on. All letters prior to this would use the correct previous version to generate the referral letter.

Point to Admin then click on Stylesheets:
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In the Stylesheet List all stylesheets that have been added to your health board will be displayed. Click on the ‘Select’ link to view a list of stylesheet versions:
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The Stylesheet versions window is displayed. Click on the Update link to create your new stylesheet version:
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Creating another version requires a change to the XSLT code – click on the ‘Stylesheet XSLT button:
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Note:
Anything you change within the Stylesheet Details section will change for all versions e.g. name, description.
Replace or edit the code within the code screen then click on the Stylesheet Details button to return to the Edit Stylesheet screen:
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If your SCI Gateway’s web services are setup to enable a GUID to be passed along with the message XML you should generate a GUID at this point. See page 8–6 for more information.
 [image: image271.emf]



A stylesheet version can have more than one GUID but a GUID can only have one stylesheet version. This is to enable users who may have entered a GUID incorrectly to amend it. The history of GUIDs acts as an aid when checking if receiving systems have received messages that used the incorrect GUID.
If an existing GUID is updated via the ‘Edit Stylesheet’ page the current GUID will be added to the GUID history. If there are GUIDs in the history the ‘Edit Stylesheet’ page will display these in a list showing the GUID and the date entered. The list will display the most recent GUIDs first. It is not be possible to delete a GUID from the GUID history.
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Once you have clicked on Save Changes as described on the previous page a confirmation message will be displayed.
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The number of stylesheet versions should now be listed under the version column:
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You should test the new stylesheet version by creating the appropriate message type on SCI Gateway and viewing the letter:
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If you try to use the same stylesheet GUID for other stylesheets the following error message will be displayed:
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Searching for a stylesheet version
The stylesheet list in SCI Gateway will allow a GUID to be stored for each stylesheet version and there will be a search facility for GUIDs.
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Deleting stylesheets

Once the stylesheet has been added and linked there may be a need to delete a stylesheet. Only stylesheets that have not been used by a message can be deleted.

Select a stylesheet unused by any messages to delete. Click on the ‘Delete’ link:
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If the message is displayed indicating the stylesheet is still active as displayed below, click on the Update link to make inactive:
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On return to the Stylesheet Versions window you can continue to delete the Stylesheet as described on page 8–20.
If the stylesheet being deleted is the only version of the stylesheet the following confirmation box will be displayed:
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9 Schema Version Targeting
A schema is a model for describing the structure of information and the questions you can ask in each message type i.e. referral, discharge, advice request etc.

When a new schema is introduced to SCI Gateway, other connected systems such as SCI Store also need to add the schema so that the new message content can be displayed.

This section covers:

· Adding the default schema version as an Extra

· Adding the optional attribute to the message xml

· Protocol Verification Tool (PVT)
Schema Version Targeting provides Health boards the ability to phase in any changes to a new schema without the need to have all their connected systems updated prior to a SCI Gateway upgrade.

SCI Gateway supports xml messages created for two versions of the schema rather than just one. These are the current version of the schema and any newly introduced version for that release. 
SCI Gateway can have the default message schema version set up in 2 places:
1. The default schema version for each message type can be added as an extra at the HCE level required

2. An optional attribute in the protocol XML that states the defined message schema at the root of the message

If the attribute doesn’t exist in the protocol message, the schema selected will be decided by using the destination HCE Extra ‘Default new message schema version’ (see next page).
HCE Extra values shall be setup at NHS Scotland level by NISG to ensure a system wide default exists.  

The system default will always be set to the latest schema version supported however the schema versions used with new messages will depend on the values set by the health boards and protocol writers.

Adding the default schema version as an Extra
The Default Schema Version extra allows boards to globally switch schema version without altering all their protocols. The extra will be an inheritable, if a given HCE does not have the extra configured for it, the system will look for the nearest ancestor which does have it configured and will use schema.

In the following example the default schema has been added at NHS Scotland level but this could be done at health board level or if the schema is only needed for a certain hospital it could be added at the HCE level for that hospital; i.e. health boards can have a number of schemas within their HCE directory.

Navigate to the HCE that you want o add the extra:
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If you try and add a version number to the info text that does not exist SCI Gateway will display an error message as pictured below:
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Adding the optional attribute to the message xml

Pictured below is an extract of a protocol XML where the optional attribute for schema versioning has been added:
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If a health board has an attribute set at the HCE Extra level but has a different one set at a protocol that sits within that HCE, the attribute stated in the protocol will override the Extra. This means the health board can set all their message schema versions at a higher level but make exceptions where necessary.
On clicking the Protocol Details button when adding a new protocol, the system will check that the targeted schema, whether specified by the protocol or the extra, exists and is active. If the targeted schema version does not exist or is inactive then the system will display a validation error message:

[image: image289.png]NHS
N e/ XML

SCOTLAND
N5 Scotind  Changing the XL wil reate a new prokocol version when the save button i pressed.
Home
Waking Tnes "SCI Gateway Superset Protocol” region="hHS Scotland” version="R14.0"
Clinical Data: Start
adin > <category text="Clincal Data">
- b “Clinical Data Verified® type="check” id="verification_one" mandatory="rus"/>
Proviional Diagnosis / Presenting Complaint'>
BER <question text="Readcode" type="text" id="maincondition_readcode" mandatory="true" ob
Log oFF <question text="Reaticotle (aciditional mainCondition2)” typ:

Readcods (acditional mainCondition3)” typ X
<question text="Description" type="textarea" ic="rmaincondition_description" mandatory="
— <question text="Description (additional mainCondition2)” type="extArea" id="mainconditior

<question text="Description (additional mainCondition3)” type="textArea" id="mainconditior
Search eLibrary <question text="_aterality" type="ext" id="raincondition_laterality"/>

“Laterality (acditional mainCondition2)” type="ext" id="rmaincondition2_ate

ot Novermber 2010 <question text="_aterality (adtional mainCanditior" type="text" id="maincondtion3_late
<question text="Vodlfier" tyne="text" id="rmaincondition_modifier"/>
"Modifier (ackitional mainCondition2)" type="text" id="maincondition2_rod
Modifier (aclditional mainCondition3)” type="text" id="rmaincondtion3_mod!
<question text="Onet date"” type="date" ic="rmaincondtion_onsetdate"/>
"Onset date (additional mainCondition2)” type="date" id="raincondtion2_o
‘Onset date (additional mainCondition3)” type="date" id="maincondition3_o
<question text="Certainty" tyne="text" id="maincondition_certainty'/>
"Certainty (additional mainCondition2)" type="text" id="maincondition2_cert
‘Certainty (acditional mainCondition3)" type="text" id="raincondtion3_cert

© s sD) 2004

<eatenars





[image: image290.png]Save changes | _ protocolList

SCOT"‘ND The schema specifid does not exist
NS Scatnd
Home
Wating Times ;
oy , | Protocol Details
Securty ,
. Changing protocol detail information willchange it for allrelated protacol versions.
Log Off Name [Schema version test

et [Eding reorrert e veraion ot

——— Referral -

Search elibrary| 2" HE Owner | 5 scotiand
HCES Using Protocol HCEs... Show HEEs

01 Novernber 2010 To attachdetach the curent HCE or it chithen toffrom this protocal use the HCES. . buton
oA 450) 2004 ok All versions o tisprotocal il be attached/detached toffrom the selected HCE:.

Protocol Version Details

Making this protocol version active wil make all other protocol versions of the same protocol nactive.
Inactive protocols il tl be used for existing messages requiring the protocol version.

Active 2

s Protocol XML




When an end user creates a new message, the system will check that the targeted schema, whether specified by the protocol or the extra exists and is active. If the targeted schema version does not exist or is inactive then the system will not display the protocol web form but will display a user message and allow the user to choose another protocol, a different location or revert to the home page.
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Supplementary, Tertiary and Reply messages all pre-populate to some degree from an existing message. The protocols used will all have the ability to have a messageSchemaVersion attribute, which may specify a different version of schema than the original message. The system will still cater for this, although some information may not pre-populate due to it not being in the original message.
Protocol Verification Tool

The Protocol Verification Tool has the facility to test protocols that have the optional messageSchemaVersion attribute. There is a drop down menu where you can pick your schema version:
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Note:
For more information on the Protocol Verification Tool contact NISG Support.

10 Archiving and Audit Trails
The archiving facility enables Health Boards to be able to access historical records from a SCI Gateway archive.  Messages older than nine months will be archived and stored long term in a secure location by National Information Systems Group (NISG).
This section covers:

· Archiving
· Audit Trail Archiving
· Demographic Provider View Audit Trail

Archiving

SCI Gateway is not designed to hold messages indefinitely, therefore automatic archiving / deleting of messages that are older than nine months has been introduced to store old messages.  

In the first archive all submitted messages and messages not sent, older than nine months will be archived from SCI Gateway and stored long term in a secure location by National Information Systems Group (NISG).

Thereafter, at regular intervals messages will be archived / deleted from SCI Gateway when they reach nine months old. These message archives will not be stored by NISG.

Messages which have not been sent and are older than nine months will be archived / deleted as well as submitted messages as part of the archive process. 

Individual health boards will be responsible for long term storage of messages that are sent via SCI Gateway. Messages can still be saved by SCI Gateway to GP systems, Docman and other third party systems.

Audit Trail Archiving

As a separate transaction the Audit Trail will also be archived and stored long term in a secure location by NISG. 

On request and in exceptional circumstances, for example a legal case, these archives may be accessed by authorised personnel and details extracted for reporting.
Demographic Provider View Audit Trail

This audit trail allows system administrators to search on activity relating to CHI demographic matching and RTT look up. To open the Demographic Provider View Audit click on the Admin option on the Menu Bar:
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Results are displayed after entering search criteria required and clicking on Search as described above:
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None of the search criteria in the Demographics Audit Trail window is mandatory. The date range by default will always be set to one month from the current date. The search options are listed on the next page.
Provider

You can select the provider that you want to search on from the drop down list. The provider describes the group and ability that a user may belong to e.g. V Optometrists CHI Matching – Optometrist in Forth Valley who are allowed to search for a patient CHI match.

From and To Dates

You can search by a specific date range by amending the ‘To’ and ‘From’ dates. The default is set to one month previous from the current date. The minimum date range you can search on is one day.  The maximum date range you can search on is one month.

Username

You can choose to search for activity carried out by a specific user by entering the username in this field.

Origin Code 

You can choose to search for activity carried out by an origin code for a specific HCE. The origin code is supplied by CHI for each Provider.

Client Op Number 

You can choose to search for activity carried out by a specific client by entering their number in the Client Op Number field. This number identifies the user to CHI.
Surname, Forename, DOB and Postcode

You can choose to search for activity on a specific patient by entering all or some of the patient’s demographics using these fields.

11 Maintain Sender Details for Referrers 

SCI Gateway allows pre-population of the referrer details fields when the user’s Home HCE is on a new branch such as a Dentist or Allied Health Professional (i.e. the HCE is not in either the GP Locations or Non–GP Locations Branch). This provides the users with pre-population wherever they are sending from, avoiding manual data entry and reducing errors.

This section consists of:

· The Maintain sender details capability

· When sender details do not exist

· When sender details do exist

· Testing the sender details

· Protocol & Stylesheet Changes

Maintain sender details capability

A list of Health Care Professionals (HCPs) who send messages can be created using the maintain sender details option and maintained for each HCE in a new branch. To be able to use this functionality administrators will need to have ‘Maintain Sender Details’ capability.
Once they have been assigned this capability they will be able to maintain the sender details list by manually entering, amending and deleting the sender details in that HCE. Each administrator should only be able to maintain the sender names for those HCEs that they normally have permission to access.
Navigate to the user who needs Maintain Sender capability click on Maintain to take you to the modify user screen:
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Adding New Sender Details

To add a new referrer’s details to SCI Gateway go to the Maintain Sender Details option on the Menu bar:
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Note:
You can only add details to one HCE at a time. Therefore if you attempt to select more than one HCE the tick will always be removed from your first selection.
Pictured below is the Sender Details window displayed after clicking on Select in the Health Care Entity Directory window as described on the previous page:
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The Location name is the only mandatory field in the name and address details. If the Location name field is not entered the following error message will be:
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Specialty Details

If you select the specialty from the list of Specialties the specialty code will automatically be populated. Alternatively you type the first letters of the specialty into the field. The list will filter down and will display those specialties whose names contain the letters typed. If the letters typed do not match any name in the list then nothing will be displayed in the list. If the Add Specialty button is clicked when a name entered in the specialty name field is not in the list then the user will be presented with a warning message stating:
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If the Specialty field is correctly populated when the Add button is clicked at step 6 as shown on page 11–4 the screen is refreshed and displays the newly added specialty as a child of the location. The location will again be automatically selected by default allowing you to continue adding HCPs and Specialties to the location.

HCP Details

The HCP section allows the user to add details of the required HCP to either the location or the specialty depending on what branch has been selected.

If a specialty is added to the tree the location is still highlighted and therefore any users who are added after the specialty will be added to the location. If a user wants to add HCPs to a specialty they must highlight the specialty first.

When you add an HCP the ‘Forename’, ‘Surname’, ‘Code Scheme’ and ‘Code’ fields are mandatory. The code will also go through a validation process. If the code is invalid you will be presented with a warning message. The message will also give details of the format of the HCP code. 
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If the fields are correctly populated when the Add button is clicked the tree will be refreshed and display the newly added HCP as a child of the location or specialty. You can continue to add HCPs and specialties to the location as required.

Editing Referrer Details 
On occasion you may need to edit a sending location’s details by adding or removing referrers from the location or by amending the address. Navigate to the HCE required as described on page 11–3.
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If location details are added or amended and the update button is clicked the following message will be displayed at the top of the sender details maintenance screen:
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Testing the sender details

If you click on the Test button as described on page 11–4 you can test the sender details to verify that the details are being displayed to your satisfaction.
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12 APPENDICES

This section contains:

Appendix 1 – Attachments

Appendix 2 – Additional Services

Appendix 1 – Attachments

The following is a comprehensive list of the files that can be attached to messages and can be sent through SCI Gateway. To ensure these same file types can be sent as copies to SCI Store contact the Atos helpdesk. For file attachment information to systems other than SCI Store contact your own third party system supplier.

	File Description
	File Extension

	AVI video
	avi

	Bitmap image
	bmp

	Word document
	doc

	GIF image
	gif

	GZIP archive
	gz

	HTML document
	html

	HTML document
	html

	JPEG image
	jpeg

	JPEG image
	jpg

	Quicktime video
	mov

	MPEG video
	mpeg

	Portable Document Format file
	pdf

	PNG image
	png

	Postscript file
	ps

	Rich Text Format file
	rtf

	Text file
	txt

	TIFF image
	tiff

	TIF image
	tif

	Text file
	txt

	Wave file
	wav

	XML document
	xdr

	Excel spreadsheet
	xls

	XML document
	xml

	XML document
	xsd

	XML document
	xsl

	XML document
	xslt

	ZIP archive
	zip


File size

SCI Gateway will handle file attachments of up to 2Mb. Some SCI Stores are currently configured to handle file attachments of 1 Mb. Contact the Atos helpdesk or your third party system supplier for clarification.

Recipient Web Server (RWS)
In order for your local SCI Store to be able to receive copies from SCI Gateway the latest Recipient Web Server component must be installed on your SCI Store. Contact the Atos helpdesk for more information on the latest RWS.
Appendix 2 – Additional Services

As a result of the extension of the NHS directory tree additional services can now be added to SCI Gateway. Pictured below is a flow chart showing an example of how the additional services could be added. Each health board may have their own variation of how they need to configure services and will do so in consultation with NISG Product Support.
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Click on Delete 








Choose Recipient Web Service v3.0 option when adding a new URL to carry message status updates and to set and clear message flags








7	Select HCE here 





Click here to save





Click on Maintain





Click on the practice name to select





Click on Area GP Practices





Highlight users here if they are to be removed 





Enter details here and click on Save








Click on Maintain








Point to Admin and click on NHS Directory





Select Role(s) and click on Add





Select HCE Receiving and Sending Groups from the drop down lists then click on Add





Click on Save





Enter details here





Click on Add User





Click on the practice name to select





Click on Area GP Practices





Reason for Dead Message





Place a tick in the boxes to select the messages or choose to view All, All Dead or All Queued from the drop-down list 





Enter new name here if required





Click on the message icon required to view audit history of the message





3	Click on Save





The new capability is added here





Click here to remove





Select Role(s) and click on Add





5	Click on Save to save the changes





Click on OK to complete the deletion





Number of failed attempts





Click on Add Capability





Click on the drop down list and select





Click here to return to Destination Queues 





Click on the drop down list and select





Click on Add Capability





Select the required message type from the drop down list displayed here





Select the required capabilities from the drop down list displayed here





Click here to import a consultant or HCP





New consultant displayed here on return to the NHS Directory





New consultant displayed here





Click here to return to the NHS Directory





Click in the box beside the consultant/s that you want to import 





Click on Add





Click here to display All, Consultants only or HCPs only





























Click here to return to the NHS Directory 





Click here to save 





Click next to the HCEs that you want to select 





Alternatively right click on the Parent HCE and select click on all Children required





Click here to select





Click on the HCEs.. button





Click on Allow Destination to show the True statement





The Specialties associated with the location are displayed here. Click on the required specialty





Click the location name 





From the NHS Directory screen, click on the Non-GP Locations / Providers link





2	Click here to open the NHS Directory window and select and Owner





3	Click on Save





2	Click on Add





Click on [Maintain] next to the required user





Click here to cancel the deletion





Click on Activate to show the True statement





Click on the practice name 





From the NHS Directory screen, click on the GP Practices link





Point to Admin and select NHS Directory





Click here to cancel





Click here to continue





9	Enter email address of user to receive notification when URL is off line and click on Add to List see page 6-11





Click on Activate to change ‘False’ to ‘True’





Click on Allow Destination





Click here to make the location active or inactive respectively. See pg 3-15





Capabilities assigned to the location displayed here





Entity ID and National and Directory codes for the HCE respectively





Click on a specialty name to show associated Consultants and Clinicians





Users assigned at location level displayed here





Click here to allow referrals / messages to be received. See pg 3-15





Select an action 





Copy the XSLT from your source and paste here 





Click her to delete the URL





Click on the location name to display the list of associated specialties and consultants





Click the link for Non-GP Locations / Providers





Point to Admin and click on NHS Directory





GPs associated with the practice





Capabilities associated with the practice. See ‘Adding capabilities to HCEs’ for more information





Users who have been added to the practice





Click here to make the practice active or inactive respectively.  See ‘Activating GP Practices’ for more information








Click on the practice name to view GPs 





Entity ID and Codes associated with the HCE, see below








Click here to open the area Dental practices





Click here to open the area GP practices. See next page





Click on Select





Optometry Practice





Area Optometry Services








GP Practices (Active)





Area GP Practices





Area Non-GP Locations/Providers





Individual Practice





Hospitals/Clinics





Sub-Specialty





Consultants





Specialty





Health Board Area





NHS Scotland





Local Admin users added at this level





Practice users added at this level





NISG Support users only





Optometry Practice users added at this level





Type in your current password and then enter and confirm your new password. 





Click on Change Password to make the change





Point to Security and then click on Change Password








Navigation links – see below





Hospital / clinic users can be added at whichever level is required





Check Local News regularly for important information from your local health board





Click Change Password 





Enter your existing Password, New Password and then Confirm New Password





At the Logon screen type in your SCI Gateway User name and Password and click Logon





2	Add or amend as required 





1	Enter name for Role and add an Owner





Click on OK





Click on Save to save your changes





Ensure you select the correct instance from the drop down list





SCI Gateway


V17.0








User Admin


Guide








Scottish Care Information
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Select required capability from the list and click on Add





Click on Maintain





Point to Admin and click on NHS Directory 





Users and permissions copied over from existing Role to new Role








Click here to remove the Capability 





Capability greyed out with the option to [Restore]





Balfron Health Centre








List of users including M_Baird1 





User modified successfully





List of users (not M_Baird1)





The Home HCE has now changed





Click here








The extra type added was SCI Store. The SCI Store button is now displayed here





Details of the added Extra displayed here





To update Extra click here





To delete Extra click here





Return to the Group List by clicking here





Click here to edit the HCEs in the group





Highlight users here if they are to be added





Click on the appropriate arrow button to remove or add users 





Click on [Update] beside the required HCE Group





Click here to change the Owner





5	Click here to select HCEs to add to the Group – see page 4-6 for using the directory tree





4	Click on the left facing arrows to move the users into the group





3	Highlight the users to be added to the group





1	Enter the name of the new group here





2	Select Owner HCE - see page 4-6





6	Click on Save to save changes





7	Return to the Group List by clicking here





Click on Update to amend existing group details





Click Delete to remove the group





Groups are displayed in alphabetical order by name





Home HCE displayed here





Click here to add a new Sending Group





Point to Admin | HCE Groups and click on Receiving HCE Groups or Sending HCE Groups





4	Click here to return to the Role List





3	Click on Save





2	Highlight all users and click on the right facing arrows





Users added to Role will be displayed here





5	Click on the left facing arrow button to move the users to the Role





4	Highlight the users to be associated with the Role 





3	Tick the boxes to select the permissions required





1	Enter the Name of the new Role here





Click on OK to complete the deletion 





5	Click on [Delete]





To see the users of one HCE i.e. Gp Practice or Hospital place a tick next to the required HCE 





To select an Owner place a tick next to the required HCE





Click on Clone for the role that you want to copy





Click here to cancel the deletion 





Role is deleted and confirmation message is displayed





Click on Ok to continue





Click on Cancel to return to the Edit Role Details window





1	Click here to edit the Role





Enter ticks or remove ticks as required to edit Role





Message types





Click here to save changes





Click here to return to the Role List





Click here to change the Owner 





Click on [Update] to view or edit the Role 





Change the items per page by typing in and clicking on Update





Message advising on items per page and hyperlink to next page(s)





Roles displayed in alphabetical order





Click here to add a new role





Click on Update to edit or view the Role





Click on Delete to remove the Role





Point to Admin and click on Roles to view the list of roles





Click on Clone to copy the contents of the Role to create a new one





1	Select Roles from the drop down list





Point to Admin and click on Statuses





Group modification message





Existing Message Statuses for all NHS Scotland- for selected message type





Select from list to show Existing Message Statuses for your health board 





Click in the box required to select the new HCE (in this case Balfron HC). 





Click on Select





Alva Medical Practice





Click on Change Home HCE to reveal the HCE directory screen as seen on the next page





Home HCE displayed here





Click in the drop down list to select the Status Type then click on Save to save it to the list





Enter status name here 





Click in the drop down list and select message type








Scroll through the pages to find your new status 





New message displayed here





Click to filter for smaller list of users e.g. a GP practice 














Click on Add





Place tick here





New status displayed here





New Redirected status 





Click in the drop down list and select your status 





Click on Save Defaults





Click on the [Remove] link to remove an unwanted status





The status will still remain in the NHS Scotland list 





The status is removed from the health board list 





User M_Baird1 is a member of the Alva Medical Practice





Click on Maintain to change the user’s Home HCE





Click on Save





Click here to select the Destination URLs Capability and click on Add





Click here





5	Select message type, interface and assign capabilities to be applied








3	Enter Name and URL details here








2	Click here





1	Point to Admin and click on Destination URLs





Balfron Health Centre





List of users including M_Baird1 





Alva Medical Practice








8	Click on Select to complete





6	Click here





10	Click on Save to add the associated HCEs 





Associated HCEs displayed here





List of users (not M_Baird1)








Click here





Select URL from drop down list 





Click here








User modified successfully





1	Change the Roles, Receiving Groups and Sending Groups required





2	Change any demographic details required





Check SCI News regularly for important information





Click here to continue





Click here to continue





Point to Admin and select Demographics Provider View Audit 





Set date range From and To dates 





Click here to delete selected messages








Click here to resend the selected messages





Click in the box next to required message





Click here to make the selected messages dead





Click here to use the search for user option





3	Click on Save to save changes 





Roles, Receiving and Sending Groups are still the same as they were originally for the Alva Medical Practice





Capability has been removed





Home HCE is set to Balfron Health Centre





Click on Save to save the changes





Practice users added at this level





3	Enter a Name for the protocol





2	Click on New Protocol 





1	Point to Admin and select Protocols





3	Click in the box required to select the new HCE (in this case Balfron HC). 





The Home HCE has now changed





7	Click here to tick the owner and click Select to confirm





The user’s Home HCE (Alva Medical Practice) is ticked





5	Select Message Type from the drop down list





6	Click on Owner





2	Click on Change Home HCE to open the HCE directory 





Click here to display the list of HCEs that are associated with the protocol.





Existing Consultants/HCPs at current location





Doune Health Centre is in the active list of GP Practices





See below for ‘Allow Destination’ and ‘Active’





New protocol is listed here





Protocol confirmation message displayed here





Click here to return to the protocol list window





14	Click on Save Changes to save the protocol





10-	Click on Select to save 





9	Click to apply the protocol to a specialty or location





8	Click here 





13	Click on Protocol Details





12	Right click in empty window and select Paste





11	Click here to add the XML





Click on Select to open a protocol for editing





Click on Update to open the protocol details 





Click here to change the XML





Edit the name and or description, 





Click here to make the protocol inactive





Make changes as required and click on Protocol Details





Click on Save Changes to save any updates





‘Protocol modified successfully’ message will be displayed





Click here to return to the protocol versions





List of GPs associated with Practice





4	Assign an Owner here





Click here to allow messages to be received. See page 3-15





Click here to import a consultant or HCP





The HCE that you selected is displayed





Click on the HCE that you require. In this case it’s the Alva Medical Practice that has Forth Valley GP Practices as its parent





Click here to change from the messages queue e.g. change from Dead to Queued or All 





Select the Location, Specialty and HCP fields as required to display the populated fields 





Choose the required HCE(s) then click on Select





Click on HCEs.. button





HCPs added at both location and specialty level





Owner HCE





Click in the box next to the appropriate HCE





Click on the Owner button





Priority column





Add a name and a description and select a message type from the drop down list





Click here





Status of URL





Point to Admin and select Stylesheets





No. of Queued messages





Click on Ok to continue with Cloning





Other HCEs using the stylesheet. For example, level in this instance Stylesheets set at NHS Scotland 








Area Optometrists Service





Click on the Stylesheet List button to view the new stylesheet





3	Click on Select to continue





A message will be displayed confirming if the save has been successful





Click on the Save Changes button





Click on the Stylesheet Details button to take you back to the Add Stylesheet screen





Click on the Stylesheet XSLT button to open the XSLT screen





Click in the ‘Active’ box and choose the appropriate schema version from the drop down list





To link a stylesheet click on the Attach Stylesheet button





Click Delete to remove the location and any children of the location.





Stylesheets for health board displayed here





Point to Admin and select Stylesheets





Amend information here and click on Update to save changes





Click here





URLs assigned to Health Board





Newly listed stylesheet





No. of Dead messages





Click on the NHS Directory button





Click on the number to view details of the messages





Click on the Update button





Click on the radio button





Click on Entity





Click on the drop-down list to set the priority of each URL





Double-click on the NHS Scotland icon / ‘Training’ to enter the Training instance Gateway





Total no of Queued and Dead messages





Number of versions





8	Click on Add. 





A message is displayed confirming the change





Click on Show HCEs to view





Click on Delete





4	Enter the Location Name and Address details





Return to the Stylesheet Versions screen to view the new stylesheet 





Generate a GUID here





Click here to return to the Edit Stylesheet screen





Edit code here





Click on Stylesheet XSLT 





Expand the + signs and navigate to your required HCE. In this example Levengrove Dental Care has been selected. 





Click here





Click on the Stylesheet that is to have a new version





Click here





2	Click on HCEs… button to choose which HCE to maintain





Click here to return to the Stylesheet Versions window





1	Point to Admin and click on Maintain Sender Details





Click on the location name to edit





Select Maintain Sender Details capability from the drop down list





Click here to make inactive





Click on OK to continue





Click here to cancel 





Click on Update to change the active status





Double-click on the NHS Scotland icon to enter the ‘Live’ Gateway





New stylesheets may require a GUID to be generated. See next page





Click on Save 





Click here to save the changes





NHS Scotland





NISG Product Support users only





Local Admin users added at this level





Health Board Area





AHPs








CHP1 e.g. East Area





Locations/Clinics








Specialty





Dental Practice





Area Dental Services








Locations/Clinics








CHP2 e.g. West Area





Specialty








Sub – Specialty





Dental Practice users added at this level





AHP Service users can be added at whichever level is required





AHP Service users can be added at whichever level is required





Type in the name of the HCE that you are searching for and click on Search





Select from the drop down lists and click on Add to put the user into HCE Groups





Click on Save when complete





User demographic fields displayed here.  Complete as required





Click on User





Select All, Active or Inactive as required 





Click on Search





Select preferred option - Starts or Contains 





Enter details in Surname, Forename and /or User name fields





Point to Admin and click on Destination Queues





Click on Save to save the change





Tick the Active box to reactivate a user’s account





Point to Admin, and click on the relevant HCE Group





This user is inactive





Click on Add





Select ‘Messages Not Sent’ from drop down list





Point to Admin | Administrative Reports and select Messages Not Sent





Exclude or include cancelled messages as required 





Defaults to own health board





Click on Search





Select Message Type or leave as All Messages





Key in number of days required to search 





Click here to clear the search 





Click here to print a copy of the Messages Not Sent report





Click here to view a detailed report of messages not sent





Number of not sent messages at Location HCE





Location that created the messages 





Click here to go back to the previous screen





Click here to print a copy of the Messages Not Sent report





Message type column





Date messages were created





Status of messages





Destination of messages





Location / clinician that created the messages 





Point to Admin and click on NHS Directory





Click here to return to the list of protocols





Enter User Name if required





Click on Search





Enter patient’s Surname, Forename, Postcode and/or DoB 





Click here to select Provider





Inactive user





Click Save to enter security questions and answers





Enter answers in the fields below your selected questions





Click on [Delete] beside the required HCE Group





Click on Test to view the referrers details displayed in a protocol – see page 11-7





Confirmation message displayed here





New details displayed here





7	If required enter health care professional’s details here





Select from the Specialty list 





Click on Add





Add new sender HCP details here in the same way as described on page 11-4





Click here to edit the Owner 





Click here to add or remove HCEs





Click here to make the protocol Active – This can be done at any time





Click on the plus � signs to expand the lists





4	Enter a Description for the protocol





Point to Admin and select Administrative Reports| User Permissions





After choosing your data from the drop down menus click on Search





Status drop down allows you to choose inactive and/or active users


Home HCE defaults to administrator’s Home HCE


Role drop down is populated with all roles owned by the user’s home HCE or one of it’s descendents


Receiving  Sending HCE Groups  is populated with all of those groups from the user’s home HCE or descendents





Click on the Permissions link





Click Back to go to the User Roles screen





Individual Optometry Practice





Choose Recipient Web Service v2.0 option when adding a new URL to allow the use of GUIDs





Error message displayed on reusing a stylesheet GUID





Click here to use the search for user option





A confirmation message is displayed confirming the deletion





Add a new GUID by clicking on Generate or input it manually





Click here to hide GUID information





GUID history with most recent at the top





Click here to save your changes





A history of the GUIDS assigned to this version of this stylesheet is listed here





Key in relevant details to the Info Text field - in this instance the SCI Store URL then click on Save





Select Extra Type required from the list





Number of versions for each stylesheet





Select a stylesheet to view the versions by clicking on Stylesheet name





1	Click on Maintain to change the user’s Home HCE





If you know the GUID enter the GUID here and click on Search





Error message





The Stylesheet has been removed from the list





Enter a GUID manually or click on Generate





Warning message to remind users about updating other relevant systems





4	Click on Select





User M_Baird1 is a member of the Alva Medical Practice





Click on Add





Click on Add Extra to add a default schema version





Click here to save changes





1.	Choose Default new message schema version from drop down 


2.	Type the schema version number into the Info Text field


3.	Choose relevant message type





Type a schema version number that does not currently exist then click on Save





Validation error





‘messageSchemaVersion’ attribute added at root





Click on Protocol Details after inserting xml text





Incorrect schema version inserted in protocol





Click on Save Changes to see validation error





Error message due to Schema version being inactivated





Create button greyed out thus not allowing the web form to be displayed





Click on Refresh  or Refresh All to refresh the drop down lists





Choose schema version from drop down list





GP Practices (Inactive)
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