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Patient guide to using the Web Portal
[bookmark: _Toc61871102]Introduction 
One aspect of your care with Healthy Minds is the strong emphasis for us to assess and monitor your progress on your journey with us.  We therefore routinely use patient health questionnaires (mood questionnaires) to help us assess the level of difficulties you are experiencing and to help us agree the best treatment option with you. 
You will be asked to complete these questionnaires before every appointment. To make the process as easy as possible you can complete these questionnaires securely online through our patient portal.

[bookmark: _Toc61871103]Logging onto the portal before your appointment 
	[image: ]
	Patients can complete the portal questionnaires on any device i.e a smartphone or a computer.  


1. You will be sent a “Welcome text message” which will contain your portal Secure ID. Please keep this safe.  
1. This will be followed by a reminder text message containing a link for you to complete your Questionnaires prior to each appointment you have with Healthy Minds.
1. Once you clicked on the link please enter your Secure ID and Date of Birth.  
[image: ]

1. Once logged in you can start to complete all the questionnaires listed.  You can click on ‘Clear’ to clear all the scores entered on a questionnaire in case you want to start the questionnaire again.  Click on ‘Next’, once the questionnaire is complete, to navigate to the next questionnaire.
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	Information:    The number of questionnaires to complete at every appointment may vary depending on where you are on your journey with us.
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1. Once all assessments have been completed click on the ‘Close and Exit’ button or just exit the website.
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	Information: 
· Please complete all questions before clicking on ‘Next’ to go to the next questionnaire.  There is no ‘Exit’ button available until the final page is reached on completion of all questionnaires.
· If, for any reason, the internet session is interrupted or the web browser experiences any problems, you can log back into the web portal and complete the remaining questionnaires later.
· Any questionnaires that were completed in the original session will have been recorded. You will be notified of this on that particular questionnaire screen and can click on ‘Next’ to navigate straight through to the next incomplete questionnaire.
· It is only possible for you to complete the questionnaires once each day. If you try to log in and complete them again in the same day you will get a message on the screen advising that the questionnaires have already been completed for today.
· You can opt out of text alerts at any time and agree an alternative way to complete questionnaires with your practitioner
· Any problems please call 01865 901600
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	Confidentiality and your Health Record
 
We take security and confidentiality of the information you provide to us very seriously.  The information you provide is kept on a secure electronic clinical recording system and we use this to provide you with the best possible service. This system is separate to the one used by your GP.  Only Healthy Minds staff will routinely have access to this information.  All NHS staff are required to abide by strict codes of conduct and everyone in the NHS has a legal duty to keep information about you confidential.  This means that we only share information with those who have a genuine need to know, such as your GP, but it may also include people who provide care to you from organisations other than the NHS. They too have a legal duty to keep this information confidential. 
Please discuss with your worker if you have concerns about informing your GP or others involved in your care of your contact with Healthy Minds. 
We also need to let you know that, on some occasions, we are not able to keep confidentiality. An example would be if we become concerned about your safety or the safety/wellbeing of another person. Where possible, we would aim to discuss this with you beforehand and consider what steps are required to provide support necessary to ensure your safety and wellbeing.
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Welcome to Bucks IAPT Service. Please ask within service if you do not have your security numbers.

Please enter your Secure ID's

Secure D | Secure D |

Date of Birth ‘ dd/mm/yyyy ‘

Please note, it may take approximately 15-20 minutes to complete the questions. Answers are required to all questions. All questionnalres will be required to be completed.
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selecting the correct answer to each question.

A? Read aloud

An example of the assessments is shown below but please don't worry if your screen looks
different. These can differ depending on what assessments the service would like you to
complete.
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‘Overthe Last two weeks. Now often have you been bohered by any of te following problems?
1% Lile interest or leasure I doing things? Notatal
Several days
More than haif the days
Neary every day
2° Feeing down, depressed of hopeless? Notatal
Several days
More than naif e days
Neary every day
3* Trouble fallng or staying asieep OR sleeping too much? Notatall

Several days

If you make a mistake then select the ‘Clear Form’ button to clear all the answers entered on that
assessment or ‘Next’ once the assessment is complete, to navigate to the next assessment.

5. Once all assessments have been completed simply close the browser tab or move to
another page.
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Completing your questionnaires

You can dlick on ‘Clear’ to clear all of the scores entered on an assessment in case you want to
start the assessment again.

Click on “Next’, once the assessment is complete, to navigate to the next assessment.

Once all assessments (5 of them) have been completed click on the ‘Close and Exit’ button or just
exit the website.
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Notes (please check f this stil applies Elaine): Yes, stll applies
o Please complete all questions before clicking on “Next’ to go to the next questionnaire.
«  There is no ‘Exit’ button available until the final page is reached on completion of all

questionnaires.

] [ Display Settings [ Focus

OFind «
& Replace
I Select~

5 Edting

B H B

1% Share

g

Dictate.

Voice

© Comments

Sensitivity

+ 100%
10:13
05/11/2020




image7.png
Table Tools

M Help | PCMIS (Elaine Crozier (S) - X | M PCMIS User Guides x |+ = X
X . i . Fle  Home et Design  layout  References  Mailngs  Review View Help Design  layout O Search & Share
O @ & https://hspcmis51.york.ac.uk/userguides/How%20to%20use%20PCMIS%20Patient%20Portal %20-%20Patient%20Guide.pdf ¥ - e
Cattor Gody) |11 <A A Aav Ay 2L T aseoceoc mssbceo AaBbCe Assbcer AQB s g
F2 Oxford Health Favorites B Other favorites . | | ereplace | =
e | BI U x X A2 A B~ TNommal | TNoSpac.. Heading1 Heading2  Tile [3] | gy | Dot
2 | of3 — + A A) Read aloud V¥ Draw Vv % Highlight v & Erase @ 8 | # Clipboard Font [ Paragraph [ stes sl editing | Voice | sensitvty &

Troubl faling or staying asleep OR sleeping too much? Notatal

Several days

N . , Once all assessments (5 of them) have been completed click on the ‘Close and Exit’ button or just
If you make a mistake then select the ‘Clear Form’ button to clear all the answers entered on that Once ol ossessments ) " !
assessment or ‘Next’ once the assessment is complete, to navigate to the next assessment. (insert screenshot)

Once all assessments have been completed simply close the browser tab or move to Notes (please check if this still applies Elaine): Yes,stil applies
another page. o Please complete all questions before clicking on “Next’ to go to the next questionnaire.
«  There is no ‘Exit’ button available until the final page is reached on completion of all
questionnaires.

o If,for any reason, the internet session is interrupted or the web browser experiences any

Client Portal problems, you can log back into the web portal and complete the remaining

questionnaires later,

«  Any questionnaires that were completed in the original session will have been recorded.
You will be notified of this on that p: & screen and can click on ‘Next'
to navigate straight through to the next incomplete questionnaire.

o itisonly possible for you to complete the questionnaires once each day. If you try to log
in and complete them again in the same day you will get a message on the screen advising
that the questionnaires have already been completed for today.

« You can opt out of text alerts at any time and agree an alternative way to complete
questionnaires with your practitioner

o Any problems please call 01865 901600
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Assessments completed

0 Thank you,atne questonnares have been been complted for e .

el Confidentiality and your Health Record (I think this is up to date and still relevant, unless we
have to include something about the Data protection act?)

We need to keep information about you to help us provide the best possible service for you. We
take security and confidentiality of the information you provide to us very seriously. The
information you provide is kept on a secure electronic clinical recording system. This system is
separate to the one used by your GP. Only Healthy Minds staff will routinely have access to this
information. All NHS staff are required to abide by strict codes of conduct and everyone in the
NHS has a legal duty to keep information about you confidential. This means that we only share
information with those who have a genuine need to know, such as your GP, but it may also
include people who provide care to you from organisations other than the NHS. They too have a
legal duty to keep this information confidential. Please discuss with your worker know if you have
concerns about informing your GP or others involved in your care of your contact with Healthy
Minds.

o NOTES: You are required to complete all questions on the current assessment before you
can proceed to the next assessment. -
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o Iffor any reason the Internet session is interrupted or the web browser experiences any
problems, you can log back in to the Patient Portal and complete the remaining
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