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Getting started 
 

1. How to download EMIS onto your computer 
The software that enables you to use EMIS Web on your computer or mobile device is available in 
Oxford Health’s Software Download Centre. 

To access this you must be logged into your Oxford Health Windows account. You must also be 
connected via a VPN (if working from home) or located at an Oxford Health site.  

Click on the IT Service Desk tool icon on your taskbar at the bottom of the windows screen: 

 

Click on the ‘Software Centre’ to open the pop-up window. 

Open ‘EMIS Web for Community Services’ and follow the instructions to download the software 
onto your computer – this will take several minutes, depending on the speed of your internet 
connection. 

 

 

2. Logging in to EMIS Web for the first time and Associating your Smartcard to EMIS 
 

You can access EMIS Web from a workstation in a service base or from your own computer. If you 
are working remotely, again you must be connected to the Oxford Health VPN. 

The best way to load EMIS is to use the configuration switcher.  

1. Hit the windows icon in the bottom left of your screen  
2. Scroll and then click on the EMIS folder and then select and open ‘configuration switcher’ 
3. Click the enable switching toggle button – this may take a few secs to work and should then 

say disable switching and the ‘go’ button should no longer be greyed out 
4. In the organisation ID – type in 141884 
5. Then press ‘go’ 

Please note that when you go to launch EMIS at a later date, all you will need to is load the 
configuration switcher and simply hit ‘go’ as all the other details will remain in place from your first 
login and setup 

6. EMIS after a few seconds should then begin to load 
7. In the next screen enter your username and password and then press ‘OK’ 
8. Once EMIS is loaded you will then be presented with a screen that asks you to enter your 

DOB, telephone number and allows you to set a secret question and password. It is 
recommended that you do complete these fields as you would then be able to rest your 
username and password should you become locked out. 
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9. Once that is done you can then set up you smartcard to work with EMIS. To do this simply 

insert your smartcard into the reader and enter your password. 
 

10. This will load a screen with your relevant smartcard profiles. Select the one that you would 
have used previously to login to Adastra. 
 

11. A yellow banner will now appear at the top of the screen starting with the message 
‘smartcard alert’. Click on this message and then in the next screen type in your smart card 
password and hit ‘associate’. EMIS will then restart and your smartcard has been 
successfully linked to EMIS. You can now loin by inserting your smartcard and then selecting 
‘go’ from the configuration switcher.  
 
Please note in some instances linking your smartcard to EMIS will limit your access to certain 
functions within EMIS. This means that your smartcard has not been set up properly. In this 
instance please call IT and select options 2 to have your smartcard configured correctly  
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3. Setting up the EMIS Web appointments module 
 

The first time you use EMIS Web, you will need to set up your appointments module so you can 
access the OOH service’s appointment slots. You will only need to do this procedure once. 

Click the EMIS bubble in the top-left corner of the screen (marked by the red arrow in the screenshot 
below). This will open the drop-down menu. 

 

 Select ‘Appointments’ from the drop-down menu. 
 Select ‘Appts Config’ in the top right of the blue banner. This opens a pop-up window 
 Select ‘Your Session Holder Filters’ in the left-hand menu 
 Use your mouse to select the green arrow in the middle pointing to the right. Then press OK. 

 

 

You have now set up the appointments module. You will now see a list of OOH patient lists at the 
bottom left of your screen in the appointments book. 
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Clicking on the blue boxes marked here will now take you to straight to the screens showing the 
OOH phone list or the appointment slots for each OOH team. 

4. Customising the Quick Access toolbar 
The Quick Access toolbar is at the very top of the screen. From here you can navigate with one click 
to the parts of the system that you use most often.  

Select the small drop-down arrow in the toolbar then select ‘Customise Quick Action toolbar’ as 
shown: 

 

This will open the Customise Quick Access Toolbar pop-up box: 
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Select the following items from the left-hand box and click ‘Add’ to add them to the right-hand box: 

 Add Task 
 Appointment Book 
 Consultations 
 Patient Administration (this one is only useful to Admin/Management staff) 

Then click OK. 

Small icons will have appeared in the toolbar at the top of your screen. You can click on them to go 
directly to the relevant screen in EMIS Web, as a faster alternative to using the EMIS Bubble and 
navigation menu. 

5. Carrying out Patient Administration activities 
Most patient administration tasks are done in the ‘Patient Administration’ module within EMIS Web. 

 Click on the EMIS bubble in the top-left of the screen: 
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 Select ‘Patient Administration’ from the drop-down menu. This will take you into the Patient 
Administration module. 

 Alternatively, if you have configured your Quick Access Toolbar, you can click on the Patient 
Administration icon to be taken there in one click. 
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6. Processing referrals from 111 and registering a patient with the Out-of-Hours 
service on EMIS 

 

Referrals from 111 to the Out-of-hours service is via the Urgentcare.backup1 Outlook inbox. 

 Select a patient from the inbox that DOES NOT have a green tick next to it. 
 Right click on the referral email and select “Follow up” from the pop up that appears. This 

will bring up another pop up. Select “Mark complete”. This gives the referral a green tick 
which will display next to the referral in the inbox. This will show other admin that someone 
is working on the referral and prevent duplication. 

 Double click on the referral from 111 attached to the email to open it. Copy the NHS number 
if there is one and select “File” and then “SAVE AS”. Save the referral to a folder in your desk 
top that you will only use for 111 referrals. 

 Launch EMIS 

 

Before registering a patient, ensure that you are logged in with your NHS Smartcard. If you do not 
have your Smartcard, you can still register the patient but will not be able to search for their record 
on the NHS spine. 

 Open the Patient Administration module as described above.  
 Select the service ‘OHFT - 111 GP Out of Hours’ from the left-hand Services menu. 
 Select ‘Inbound Referrals’ as shown below and click on ‘New Referral’ in the top banner. 

 

This will open the Patient Trace pop-up window. 

 If the patient’s NHS number is available, enter this into the NHS number box and click 
‘search’ to bring up their record 

 If you have logged in with your Smartcard, the system will search the NHS spine to locate the 
patient record. If you have not logged in with your NHS Smartcard, or the record cannot be 
found on the NHS spine, the system will search the available local EMIS GP records to find a 
match. 
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 If the NHS number is not available to you, use the patient’s family name, gender and date of 
birth to locate their record instead. If you do not know the Date of Birth, you can search for 
a date range instead. 

Any matching records will be displayed in the search box. Please carefully check the details against 
the details on the 111 referral to identify the correct patient and then select that record.  

If no existing record can be found for the patient, you will be offered a choice to create a new 
patient record. Please re-check the patient details carefully to ensure the details you have searched 
for are correct before creating a new record. 

 If the details match, select the record to open the Inbound Referral pop-up window. 

If you are still unable to find the patient you can create a new record you must Copy the Personal 
Details, Home Address and Contact Details from the 111 referral into the new record. Select next 
then fill in the GP details. Select OK. 

7. The first time you register a patient 
The first time you register a new inbound referral you will have to do a few extra steps. You won’t 
have to repeat all these steps for future registrations as next time you will be able to select the 
option you need from the drop-down menus that will appear when you click in the boxes. 

Adding the Referral Source: The first time you register a patient, the drop-down menu for this box 
will be blank. To add the text you need to the drop-down menu, click the search icon (magnifying 
glass) shown below.  

 

This will open the Find Service pop-up window: 
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 As shown in the screenshot above, enter the four letters ‘ohft’ into the search box and click 
the magnifying glass icon. 

 

 Then select ‘OHFT – 111 GP Out of Hours’ 
 Then click OK. 

The Referral Source box will now say ‘OHFT – 111 GP Out of Hours’ 

Next time you add a new referral, you will be able to select ‘OHFT – 111 GP Out of Hours’ from the 
drop-down menu that will appear when you click in the box. 

Repeat the above steps for the Referral Target box.   

Once both the Referral Source and the Referral Target boxes say ‘OHFT – 111 GP Out of Hours’, you 
can click Next. You will then see the Referral Details pop-up screen. 
  
To enter the Clinical Term, click on the search icon (magnifying glass) as shown: 
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This will open the code selector screen: 

 

 Enter the letters ooh into the search box 
 Select ‘Referral to General Practitioner Out of Hours Service’ at the bottom of the list 
 Click ok. 

Then add the Purpose for the referral – select ‘Assessment’ from the drop-down menu. 
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 Click Next.  

You will then see the Appointment Preferences screen.  

You do not have to add anything here – just click OK. 
(Do not click Cancel unless you want to start over again!) 

The patient’s details will now display on the Inbound Referrals list. 

The next task is to add the 111 referral email into the patient’s record, so it is available to the 
clinician seeing the patient. This is a temporary process because of the current IT outage. Once the 
111 IT systems are fully functional again, it will be possible for 111 referrals to be transferred 
directly into EMIS Web. 
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8. Transferring the 111 referral email into the patient’s record 
Check that you are viewing the Patient Administration module screen (if not, select the EMIS Web 
bubble in the top left corner and click on Patient Administration – or use the link in the Quick Access 
toolbar). 

 Select the 111 – GP Out of Hours service 
 Select the Inbound Referrals list. 
 Select the patient record you wish to update from the list (their details will show in a blue 

bar at the top of the screen when selected). 
 Click on ‘Care Record’ in the banner menu, in the top-left of the screen – this will open their 

patient record and select ‘consultations’ 

CHECK CAREFULLY THAT YOU ARE COPYING THE 111 REFERRAL INFORMATION OF THE PATIENT 
WHOSE RECORD YOU HAVE OPENED. 

Return to the patient’s record in EMIS Web. Select the ‘Consultations’ tab and then click the green 
‘Add’ button: 

 

The first time you do this in each work session, the Consultation Properties pop-up box will open. 

 For the type of consultation, select ‘Admin Note’ 
 In the ‘consulter’ field – search for your own name 
 [Select the ‘store as default for this session’ box to avoid repeating this step every time.] 
 Select “Problem” from the left hand pane. Start typing 111. This will bring up some options. 

Select “Referred by NHS 111 service” 
 Select “Document” in the left hand pane and go to “Attach document”. Locate document 

from the folder you saved it to on your desk top. Click on the correct document NOTE – 
Make sure that there is only ever one document in your folder to avoid the wrong referral 
being uploaded. 

 From the following screen click on the magnifying glass. This brings up a pop up screen. In 
the search bar click 111 and select NHS 111 report received.  

 In the far right corner of this screen, you will see an option to toggle between ‘keep original’ 
and ‘delete original’ – please make sure ‘delete original’ is displayed – this will delete the 
original from your desktop folder  when you press ‘file’ 

 Select File. 

 

This will now store the referral document in the consultation. 

 Select SAVE consultation 

The document can be seen under the consultation as a paperclip.  
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[You may be prompted to select a ‘care episode’ at this point. If so, select ‘Inbound Referral – 111 GP 
Out of Hours service’ – this request only happens if the patient already has another episode of care 
that is still active on the system - for example, a repeat attendance on the same day.] 

A pop-up box will open and you will be prompted to select an outcome.  

 Click ‘Accept Referral’ 
 You will then be prompted to select a Waiting Due date – this will have today’s date in it by 

default, so you can just click OK. 
 . 

When you return to the Patient Administration module, the patient will have moved from the 
Inward Referrals screen to the Assessment Waiting screen. 

You must now add the patient onto the All Teams - Phone Lists page. 

9. How to book a registered patient onto the OOH service phone list  
Navigate to the appointments module by clicking the EMIS Web bubble in the top left of the screen 
and selecting ‘Appointments’ in the drop-down menu. 

Select ‘All Teams - Phone Lists’ in the ‘Session Holder filters’ menu in the bottom left of the screen. 

There are five phone lists available: 

1. Palliative 
2. High Priority 
3. Urgent 
4. Less Urgent 
5. Routine  

Choose the appropriate list for the patient, based on what is stated in the NHS 111 referral – you can 
refer to the pdf in the original email as you will no longer have the pdf saved in your desktop folder 

Right click on the next available slot on the chosen list. 

If you have the patient’s details already open in EMIS Web (which means their details appear in the 
blue banner at the top of your screen) you can select ‘Book current patient’. If you do not have the 
correct patient details open, choose ‘Book new patient’ instead and you can then search for the 
correct patient. 

The Book Slot pop-up window will appear  

Under the care episode – select the current episode that you have just created 

For the “Reason” please add the Patient’s reported condition from the 111 referral. 
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If the Select and Outcome box pop-up reappears, select Finished with Outcomes 

Then you will need to go back to the referral in the outlook inbox, right click select “Follow up” and 
select a “flag”. This will show that the referral has been uploaded. The uploaded referrals can then 
be archived. 

Return to the folder on your desktop where you have saved the 111 referral and double check the 
111 referral has been deleted 

As a last step, it is useful if you can select patient appointments and then select the patient you have 
just entered. This will show you if the patient has another active appointment on the system. If this 
is the case, please add a comment under the patient’s telephone lost stating there is another call on 
the system for the patient and where on the list this is. 

 

 

 

10. Adding a comment to a phone list or appointment list 
If you want to add a comment about a patient to a phone list or appointment list, right click on the 
patient’s details and select ‘Add comment after this slot’. You can then add a short message for the 
clinicians. 

11. How to book a patient into a base appointment after triage 
The base appointment slots will usually be booked by the clinician when they are consulting with the 
patient (or their carer) on the phone.  
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This process is similar to booking a slot on the phone list: 

 Go to the appointments book (Click on the EMIS Web bubble then on Appointments or use 
the Quick Access Toolbar) 

 Select the base where the patient is to be seen from the bottom left menu. 
 Select the slot that you wish to book for the patient and ‘right click’ with your mouse. 

If you have the patient’s details already open in EMIS Web (which means that their details appear in 
the blue banner at the top of your screen) you can double-click on the appointment slot to book it. 
Alternatively you can right-click on it and select ‘Book current patient’.  

If you do not have the correct patient details open, right-click on the slot and select ‘Book new 
patient’ instead and you will then be able to search for the correct patient. 

The Book Slot pop-up window will appear – you do not need to change the properties in these 
boxes. Click ‘Book’ to close the pop-up and the patient will appear on the phone list. 

If the Select and Outcome box pop-up reappears, select Finished with Outcomes 

 

12. How to mark a patient attending a base appointment as arrived, seen or left 
Select the patient on the appointment screen with your mouse. 

Press the ‘A’ key on your keyboard and the patient will be marked as arrived.  

When the clinician starts their consultation they will automatically be marked as ‘S’ (sent in). When 
the clinician closes their consultation they will be marked as ‘L’ (patient has left). You can also use 
the S and L keys to update their status manually on the appointments screen.  

13. How to book a patient onto the home visit list (‘Home Visits to be allocated’) 
All home visits requests should be booked by the clinician onto a single list called ‘Home visits to be 
allocated’. 

A nominated member of the Admin team / central dispatch will then allocate the visits to the most 
appropriate visiting car and team. 

The process for booking a patient onto the unallocated home visit list is similar to booking a slot on 
the phone list: 

 Go to the appointments book (Click on the EMIS Web bubble then on Appointments or use 
the Quick Access Toolbar) 

 Select the Home Visit List from the bottom left menu. 
 Select the next available slot and ‘right click’ with your mouse. 

If you have the patient’s details already open in EMIS Web (which means their details appear in the 
blue banner at the top of your screen) you can select ‘Book current patient’. If you do not have the 
correct patient details open, choose ‘Book new patient’ instead and you will then be prompted to 
search for the correct patient. 

The Book Slot pop-up window will appear – you do not need to change the properties in these 
boxes. Click ‘Book’ to close the pop-up and the patient will appear on the phone list. 

If the Select and Outcome box pop-up reappears, select Finished with Outcomes 
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14. How to assign an unallocated home visit to a visiting team/car 
Identify the patient that you wish to allocate on the All Teams – Visits to be allocated list 

 Right click on the patient details. 
 Select ‘Cut’  
 Paste the patient details into the appropriate Car list slot by right-clicking on the slot. 
 Check that the correct patient details now appear on the allocated car list. 
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Carrying out clinical activities 

15. How to start, document and outcome a phone consultation 
Identify the patient that you wish to consult with on the All Teams – Phone list. 

Click on the patient to highlight their details – these will appear in the blue banner at the top of the 
screen.  

Type ‘S’ to mark that you are starting the phone call. Use the consultation link in the Quick Access 
toolbar or the EMIS Bubble menu to open a consultation. 

If consultation properties box appears, click OK. 

The patient’s contact phone number will be located in the NHS 111 referral, which will be available 
in the patient’s consultation record. The patient’s GP-registered contact details will also be available 
in the blue banner at the top of the screen. Please note that the patient’s registered phone number 
might be different to the contact number they gave to 111, so please consider patient confidentiality 
before using it, particularly for younger people or where there are known safeguarding risks. 

See below for information on how to document a failed encounter. 

16. Documenting your consultations 
The consultation module in EMIS Web has various sections to help clinicians record information in a 
streamlined and standardised way. 

To start a consultation, select the patient record on the phone list and type ‘S’. This will also record 
on the phone list that you have started a phone consultation.  

Select the ‘Consultations’ tab and then click the green ‘Add’ button: 

 

If this is your first consultation in the current work shift, the Consultation Properties pop-up box will 
open. 

 Location: Select the appropriate location from the drop-down list. 
 Type: Select the appropriate type of consultation from the drop-down list. 

Select the ‘store as default for this session’ box to avoid repeating this step every consultation – it 
will then record all your consultations as Telephone Consultations. Please note that you will have to 
manually change the consultation type by clicking on the ‘Date/Consulter/Type’ button in the top 
banner if you change to doing base or home visit consultations. 
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17. Recording consultation information in a standardised way in EMIS 
While recognising that every patient consultation is unique, we strongly encourage clinicians to 
record information in a standardised way, using the sections available in the left-hand menu when 
adding a consultation.  

Entering text prompts the EMIS Web system to offer you a selection of standardised SNOMED codes 
that you can select to add to the consultation – please use these coded entries in preference to ‘free 
text’ when this is clinically appropriate as this greatly improves the quality of record-keeping and 
enables us to demonstrate the benefits of the service to patients and commissioners. 

Problem – this should be used to record the main clinical reason for the consultation. This could be a 
symptom (e.g. shortness of breath) or a clinical diagnosis (e.g. bronchitis) as appropriate 

History – this section should be used for recording the key points from the patient’s history, 
symptoms and other important narrative information. 

Examination – this section should be used to document key examination findings. If you are familiar 
with using EMIS Web, you will be aware that observations (e.g. BP, temperature), risk assessment 
scores and other standardised information can usually be added as coded information (rather than 
as free text). Please use a coded option where possible. 

Comment – this section should be used for this section should be used for recording the advice and 
treatment given to the patient as well recording a summary of the safety-netting plan. 
administrative notes, correspondence, comments and other miscellaneous information. 

Medication – this launches the electronic prescribing (EPS) module to enable prescriptions to be 
added to the record and issued. 

Allergies – any allergies reported by the patient should be entered here so that they are coded 
correctly in the system and added to the medication screen. 

We have provided a simple template for clinicians to use who are not familiar with EMIS Web. This 
may be particularly useful for clinicians who would prefer a structured way to document their 
consultations until they become familiar with the EMIS Web consultation module. 

 To access the template - Add a new consultation and select ‘Run Template’. This will open 
the Template Picker box. 

 Type the letters ‘ooh’ into the search box and click the search icon (magnifying glass). This 
will bring up the OOH template. Select this to launch the template. 

To save the consultation, click Save in the top left of the screen.  

When you save your consultation, you may be prompted to select a service Outcome for the 
consultation. Click finish with outcomes. 

If you need to book the patient a visit or base appointment, you can do this in the Appointments 
Book (see other sections in this document). 
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18. Ending a care episode and requesting the Admin team to do follow-up tasks 
When a phone, base or home visit consultation is saved, a Select Outcomes pop-up box will appear. 

The link you should click depends on whether the patient is ready to be discharged from the active 
caseload of the service with no further actions required or whether you need the Admin team to 
carry out a further action, such as sending a letter. 

If you do need the Admin team to carry out a task relating to the patient, click ‘Discharge to Further 
Action Required’. This will move the patient off the active caseload and into an admin list called 
‘Further Action Required’. 

A pop-up box will appear. Enter into the Notes section the task that you want to request the Admin 
team to do (e.g. ‘Please send a summary of the consultation to the patients GP’) 

Select Reason: Pick ‘Administration’ from the drop-down list 

Click OK 

Click Discharge Patient 

Click Finished with Outcomes 

 

If NO further action is required for the patient and they can be discharged from the active caseload, 
click ‘Discharge to Discharged’.  

If you discharge a patient but subsequently need to re-admit the patient back to the active caseload 
(for example, because you forgot to ask the Admin team to do an action), you can ask the Admin 
team to reinstate the patient to the active caseload and you can then discharge them to the ‘Further 
Action Required’ list as described above. 

Select Reason: Pick ‘Care Complete’ from the drop-down list 

Discharge Letter: None 

Click OK. 
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19. Recording a failed encounter with a patient 
 

If the patient does not answer the phone, this should be documented in both the clinical record and 
on the phone list as follows: 

1. Click on patient you wish to call from the ‘All Team Phone List’ 
2. Press ‘S’ to start call 
3. Open patient consultation screen (if not automatically opened) 
4. Check 111 notes for correct call back number and initiate call 
5. If patient fails to answer, add a consultation and add failed encounter to ‘problem’. In 

history, enter time of failed contact and if message left or other reasons for failed contact. 
6. Save the consultation 
7. Go back to telephone list and select patent from phone list. Right click and go to slot 

properties and add 1st failed encounter and time. 
8. Then press ‘c’ for cancel slot status 

This will allow another clinician to see this call is still outstanding and initiate a further 2 calls at 
an appropriate time. Each time the clinician should document in the consultation notes and in 
the slot properties.  

After the third attempt, check if safe to close as per existing ooh practices. 
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20. Booking a patient a base appointment 
The base appointment slots will usually be booked by the clinician when they are consulting with the 
patient (or their carer) on the phone: 

 Go to the appointments book (Click on the EMIS Web bubble then on Appointments or use 
the Quick Access Toolbar) 

 Select the base where the patient is to be seen from the bottom left menu. 
 Select the slot that you wish to book for the patient and ‘right click’ with your mouse 

If you have the patient’s details already open in EMIS Web (which means that their details appear in 
the blue banner at the top of your screen) you can double-click on the appointment slot to book it. 
Alternatively you can right-click on it and select ‘Book current patient’.  

If you do not have the correct patient details open, right-click on the slot and select ‘Book new 
patient’ instead and you will then be able to search for the correct patient. 

The Book Slot pop-up window will appear. 

Slot type: Slots are set up as routine by default – if you wish to book the patient in as an urgent 
attendee, change the slot type to ‘Base Slot Urgent’.  
NB. You can also convert a routine slot into an urgent slot after it has been booked by right-clicking 
the slot and selecting ‘slot properties’, selecting the ‘General Info’ tab and changing the slot type. 

Booking notes (optional): Use can this box to enter some brief details about the patient’s problem – 
these will be visible to the clinicians when they scan down the list, when they hover their mouse 
over the patient. 

Other boxes are optional and can be left blank. 

Click Book to book the slot. 

If the Select Outcomes box appears, click Finished with Outcomes. 

21. Booking a patient for a home visit 
Home visits will usually be agreed between the clinician and the patient when they are consulting 
with the patient (or their carer) on the phone.  

All home visits should ONLY be booked onto the list called ‘Home Visits to be Allocated’. Please do 
not book patients directly into one of the allocated car lists. 

The patient visit will then be allocated to a specific car/visiting team by a nominated member of the 
Admin team. 

To book onto the home visit list: 

 Go to the appointments book (Click on the EMIS Web bubble then on Appointments or use 
the Quick Access Toolbar) 

 Select Home Visits from the bottom left menu. 
 Select the slot that you wish to book for the patient on the ‘Home Visits to be Allocated’ list 

If you have the patient’s details already open in EMIS Web (which means that their details appear in 
the blue banner at the top of your screen) you can double-click on the appointment slot to book it. 
Alternatively you can right-click on it and select ‘Book current patient’.  
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If you do not have the correct patient details open, right-click on the slot and select ‘Book new 
patient’ instead and you will then be able to search for the correct patient. 

The Book Slot pop-up window will appear. 

Slot type: Slots are set up as routine by default – if you wish to book the patient in as an urgent 
attendee, change the slot type to ‘Base Slot Urgent’.  
NB. You can also convert a routine slot into an urgent slot after it has been booked by right-clicking 
the slot and selecting ‘slot properties’, selecting the ‘General Info’ tab and changing the slot type. 

Booking notes: Use can this box to enter some brief details about the patient’s problem – these will 
be visible to the clinicians when they scan down the list, when they hover their mouse over the 
patient. 

Other boxes are optional and can be left blank. 

Click Book to book the slot. 

If the Select Outcomes box appears, click Finished with Outcomes. 
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22. How to record a home visit and keep dispatch updated  
When you arrive at the patient’s location, highlight the patient’s details and type ‘A’ for arrive. This 
will enable the coordinator to see that you have arrived safely and will also log the time of arrival in 
the system. 

Type ‘S’ to start the consultation. 

This will open consultation properties - select the appropriate Consultation Type and click OK 

Enter consultation details in the usual way and save consultation. 

If confirm episode box appears, click OK. 

The Select Outcomes box will appear – complete this in the same way as a phone or base 
consultation, as described above. 

 

23. How to prescribe medication 
 

You will be able to issue one off out of hours prescriptions via EPS using the following guide. To 
do this you must be logged into EMIS with your Smartcard. 

One-off nominations allows patients with an EPS nomination to request a one-off prescription to 
be sent to a different pharmacy without the need to change their primary nomination (see 
below). It is designed to be used in scenarios where the patient will not be able to collect their 
prescription from their usual pharmacy, for example, if they are on holiday in a different part of 
the country and they may have forgotten to take their medication with them. 

Only community pharmacies can be selected as a one-off nomination. Appliance contractors and 
distance selling pharmacies cannot be selected as a one-off nomination. 

Once you are ready to issue a prescription to your patient, please follow the steps below 

 

1. Make sure the correct patient is selected and displayed in the blue patient banner towards 
the top of the screen. 
 

2. Select the EMIS bubble in the top left-hand corner  
 
3. Scroll down to Care Record and then Medication 
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4. This will launch the medication screen in the top left of the screen - select ‘Add Drug’ 

 

 

 

 

5. This will load the box shown below (Figure 1) where you will be able to add the drug that 
you would like to issue. Please fill in the following fields 
 

a. Name – Enter drug name (a drop down will appear showing you options after 
entering a few letters) 

b. Dosage – enter dose and frequency. You can also free text  
c. Duration – no of days for treatment (if applicable) 
d. Quantity – quantity for supply – Please remember existing OOH principles for 

supplying medication in the OOH period  

Figure 1 
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6. Then press issue 

 
7. This will bring up the screen below (Figure 2) – follow the steps as highlighted with colour 

references to the picture  
 

a. Check which pharmacy is assigned to the patient – if this is not the pharmacy the 
patient wants their prescription sent to, you will need to change the nomination as a 
one off. 
 

b. To issue a one-off nomination, you will need to select the ‘manage EPS nominations’ 
tab. This will bring up another box. Please select ‘find’ in the ‘would you like to 
choose one off pharmacy nomination?’ This will bring up a further box and you can 
search for pharmacies near the patient’s registered postcode. Select the pharmacy 
that your require, press ok and then press ok on the next screen as well. 

 
c. Then press service override in the top left hand corner (see below) and select OHFT 

– 111 GP out of hours  
 

d. You are now ready to issue your prescription, select approve and complete. You will 
then be asked to enter your smartcard password. Once entered, press OK and you 
will have successfully issued your prescription. 

 

Figure 2 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

27 
 

IMPORTANT REMINDERS 

1. In the bottom left hand corner of the medication screen it will say primary nomination. There 
maybe a pharmacy listed here which has been assigned by the patient’s own surgery. OOH 
clinicians must not change this and should always issue medications via the one-off issue 
function as above, unless the pharmacy listed in the primary nomination is the pharmacy 
required on that day. 

  

2. If you wish to cancel your prescription, please right click on the medication from the medication 
screen and select cancel prescription from the drop down list. This does not always work and 
you may need to manually cancel the prescription by calling and notifying the pharmacy directly. 
 

 

24. How to access the patient’s registered GP record 
 

For patients registered with a GP surgery in Oxfordshire, you will be able to access the EMIS 
records held by their GP within OHFTs EMIS system.  

You will need to be logged in with your smartcard and the patient’s surgery must have agreed to 
share this data with OHFT. Therefore, this may not be available for all patients. It is unlikely to be 
available for out of area patients - Accessing Summary Care Records (SCR) may be useful in those 
instances (see separate guidance) 

PLEASE NOTE – YOU MUST ONLY ACCESS THIS INFORMATION IF YOU HAVE A VALID CLINICAL 
RELATIONSHIP WITH THE PATIENT AND THERE IS A CLEAR CLINICAL INDICATION. 

WHERE RECORDS ARE VIEWED INAPPROPRIATLEY, YOU MAY BE SUBJECT TO DISCIPLINARY OR 
LEGAL PROCESSES. 

YOU WILL BE EXPECTED TO SIGN AN ENHANCED CONFIDENTIALITY AGREEMENT AS PART OF 
YOUR INDUCTION FOR THE USE OF EMIS 

To access the patients GP records you must be in the ‘Consultations Screen’ which can be 
accessed as follows: 

 

8. Make sure the correct patient is selected and displayed in the blue patient banner towards 
the top of the screen. 
 

9. Select the EMIS bubble in the top left-hand corner  
 
10. Scroll down to Care Record and then Consultations 
 



 

28 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
11. In the next screen click on the double arrow icon following icon as shown in the picture 

below 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

12. This will then expand a collapsed field which will look like this – here you can select the 
following options 
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My Record- OOH records only 

 

All records – this will allow you to see all of the patients 
records and includes consultations with OOH and their own 
GP surgery(s)  

 

OX/BW OOH – this will allow you to see the records from 
their current and previous GP surgeries only 

 

 

13. The patient’s records will be displayed on the right hand side 

 

 


