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Document History

This section should only be used when a new version of an existing document is created. Newer
versions should detail which sections have been amended/added.

Version | Date Updated by Approved by Description

1.0 14/05/2021 | Liam Humphrey Claire Butcher Document created by LH. Transferred from
old document, updated information.

1.1 18/08/2022 | Richard Crossley | Gavin Wignall Updated in line with e-learning

1.2 07/11/2022 | Gavin Wignall Annie Tyson Updated third party content supplier section

Introduction

The purpose of this document is to help the GP Practice design and prepare plans for their training
on SystmOne. This document contains detailed instructions of the training and training requirements,
along with what to expect for the go live and post go live support. This is a tried and tested method of
deploying our GP System and is proven to achieve the best results.

Training

The training is designed around roles within the practice. It is broken down into sessions which are
described below in greater detail. The training will cover all key aspects of the system from clinical to
administrative and managerial functions in the system.

The objective for the training sessions is to gain and retain the skills and abilities needed to be able
to perform their job once live with SystmOne.

To carry out your training you will need the following:
- Access to a computer with internet access
- Logon information to the e-learning resource (Practice Manager will be given access to setup
users)
- Username & password access to a SystmOne unit (Practice Manager will be given access to
setup users)

The sessions include:

- Configuration — This session covers creating and managing functionality and items within
the Clinical Development Kit (CDK), as well as creating rotas. This session is useful for IT
and management roles, as well as staff member involved in clinic management.

- System administrator — This session covers the high-level configuration such as setting up
staff members and configuring high level preferences. This session is useful for IT and
management roles.

- Admin — This session covers all administrative functions of SystmOne. This session is
useful for receptionist, back office and administrative roles.

- GP training — This session covers all the functionality that a GP will use within SystmOne.
This session is useful for GP roles, and staff members carrying out consultations.
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- Nurse - This session covers all the functionality that a nurse or HCA will use within
SystmOne. This session is useful for Nurse and HCA'’ roles.

- Prescribing — This session covers how to prescribe and manage prescriptions, including
issuing repeat medication. This session is useful for prescribing roles and staff members
who prepare prescriptions.

- Reporting — This session covers reporting including creating and using clinical reports and
built-in reports. This session is useful for management roles, and staff members who want to
create reports.

- Dispensing (only required for dispensing practices) — This session covers all the
functionality used within the dispensary, including stock control and dispensing medication.
This session is useful for dispensing roles.

Training Schedule Overview

Pre-Go Live e-Learning training

Go Live readiness

Technical Go Live

Business Go Live

e-Learning Training on Go Live
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Planning for your Training Schedule

Please take the following into account when devising the training schedule. This will ensure that you
get the most out of the training time and your needs are fully met.

e You will need to create a training plan to ensure all staff have been given protected learning time.

e The practice manager will be able to track staff progress using the employee tab on the e-
learning portal.

e The staff can watch the videos as often as they want in the lead up and after Go Live.

e Please ensure that you have given all staff a username and password to the Deployment system
prior to the start of training. This will enable the user to log in to the system and to consolidate
their learning.

NB: The Username & Password will be for the Deployment System only; this will not carry
across to the live system.

e-Learning Training (Pre-Go Live)

The training is delivered via an e-learning platform that covers all key aspects of the system from
clinical, administrative and managerial functions.

The e-learning platform provides many benefits to the practice:

- Increased flexibility:
View training videos anywhere and anytime

- Reduced training costs:
A cost efficient but effective method of training

- Adaptable approach:
Learn at your own pace and extend training as needed

- Added benefits:
Training links to staff e-learning portfolio which supports CQC evidence

- Ease of access:
Videos accessible to all making it easier to arrange training

- Ongoing support:
Users can refresh their training whenever they choose

- Greater control:
Arrange training independently of third parties at a time that suits you

- Continuous Learning:
Training resources are updated as the product changes

TPPs cutting edge e-learning platform provides all the of above features as well as a management
dashboard to track progress of your staff.

To access the e-learning resource click here.
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Third-Party Content

If your practice is planning to use a third party for content, then please book the training directly with
them. Even if you are an existing user of third-party content, it is advised to that you still book training
and go live support. The reason for this is because their configuration will be different across
systems.

TPP will not support any third-party content suppliers. If support is required at any point in the
deployment and go live, then practices will be referred to the supplier.

If your practice is planning to use Ardens then please contact them as soon as possible at
training@ardens.org.uk to book end user training and go live support. Below are some of their
training videos:

Doctors
Nurses

Reception
Practice Manager and Data Quality

Go Live Readiness

To ensure that the go live runs smoothly, please ensure you have the following information to hand:

Example:
Doctors GMC PPA ID HA Local Code
Dr John Smith 1234567 98745 (NF) 123
Nurses NMC
Charlie Webster A1234B00

Pharmacist Pharmacist Codes (GPHC)
Jo Green 987654321

Admin Staff Pathology ID

Ash Parker A12345AA

NB: Clinicians Pathology IDs will normally be their Nation IDs e.g.: GMC, NMC numbers. Please

ensure the labs have updated these if needed.

Reg Code

Comms Link Code

Last Transaction ID

HA

EW5

AAA5

98745

NF
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Resources built prior to Go-Live

There are several items that can be created in the training environment and then imported into
SystmOne Live on go live, these are as follows:

Rota Templates

Slot Types

Applied Rotas

Letter Templates

Data Entry Templates (if not using a content supplier)
Auto Consultations (if not using a content supplier)
Questionnaires (if not using a content supplier)
Protocols (if not using a content supplier)

Read Code Formulary

Scanning Rules

Care Plans

Address Book

Forms (labels)

Appointment Templates

Views

The ‘Technical Go Live’

Technical Go Live is the first day in which you will have access to the ‘Live’ SystmOne application

containing your legacy system data. This day is used for configuring SystmOne ready for your

‘Business Go Live'.

e Configure your practices’ organisation preferences and staff user preferences.

e Transfer staff members appointment rotas from your ‘Deployment’ environment

e Transfer any appointments that have been booked on your legacy system. (Please note that this
is a manual transfer and appointments cannot be imported from your legacy system or your
‘Deployment’ environment.)

The ‘Business Go Live’

Business Go Live is the first day on which you start to use SystmOne for the day-to-day running of
the practice.
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