			
KILSYTH MEDICAL PARTNERSHIP ONLINE SERVICES




Patients have the ability to book GP appointments and re-order their repeat medications online.

You must register first to be able to use Online Services. A registration form (attached) needs to be completed for each family member that wants to be able to book appointments or re-order scripts online. Parents will need to complete a form for each child under 16. You can use your own email address for your child(ren) but they must have their own username and password. For confidentiality reasons Online Services is set to recognise a patient as being an adult once they reach the age of 16 years. Therefore once a child reaches the age of 16 they will need to re-register giving their own individual email address.

Once a registration form has been completed it should be handed in to the health centre in person and with proof of identification. A member of staff will enter the details onto the patients’ electronic file and a letter showing the relevant registration details will be generated – see the attached example. Please note that there will be an expiry date on the letter for the registration token. You must activate your account before the expiry date otherwise you will have to start the process again with another registration form.

N.B. If you do not have a valid email address then you cannot register for Online Services. 
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The letter generated by the receptionist will look similar to this:


[image: ]



Once you receive this letter, you go to the website as shown above where you can register your account with the above details. You will need to create a username and password, and then activate your account. Following this process, you will be able to login and use the online services. 
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There are four online account statuses:

· Created
· Registered
· Active
· Locked

When a patient has supplied their email address, the online account is then created by the practice and a Registration Confirmation Letter is generated and given to the patient – the account is now created.

When the patient has completed the online registration process, creating a username and password, but not activating the account by acknowledging the confirmation email – the status will be registered.

When the patient has activated the online account by following the link in the confirmation email – the account will be active.

After 5 unsuccessful log-in attempts the patient’s online account will be locked temporarily for 4 hours – account will be locked.

After the 4 hours lock period, the patient’s online account will unlock automatically and the account will once again be active.

A patient can choose to opt out of online services at any time by putting their request in writing to the practice.

The practice also reserves the right to disable any account if a patient is seen to be abusing the service.












[image: ]Online Patient Services - Patient registration form
To register for this online service, please complete the form below and return it to the practice in person, along with a valid form of identification, for example your passport or driving license.  Once you are registered the practice will give you the information that will enable you to create a username and password. 

	Patient details
	 Please complete in BLOCK CAPITALS

	Patient forename(s):
	


	Patient surname:
	


	Date of birth:
(DD/MM/YYYY)
	

	A valid email address is required to set up your online account. 

Email address:
	Please write clearly - differentiate between upper and lowercase letters and clearly indicate any numbers included in your address. For confidentiality reasons, please do not use the same email for different users.



	Mobile number:
	


	Signature:

	

	Date:
	


	Completing the form on behalf of the patient?

	Print forename(s):
	


	Print surname:
	


	   Relationship:
	

	Signature:

	

	Date:
	







	Staff use only
	

	Patient ID seen 
	Yes            No          If no, why: 

	Type of ID
	

	Staff name
	

	Date 
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Patient Services - Registration Details

Dear Mr TestTest
Thankyou for expressing an interest n registering to use Patient Services.
Ourrecords show that your email addressis: test-email@hotmail.co.uk

Please ensure thisis correct, if your email address needs updating contact your practice, notify them
of the change and ask for a new registration letter.

Please keep thisletter safe, you are responsible for it upon receipt.

Howto create and linkyour Patient Services account to your practice:

3

Go'towww.patient-services.co.uk and click Register.
1. Enterthe details below:

Pra
Account ID: 104863
Linkage key: Cp68NePPGWDEMMN

»

Create your unique username and password and complete the Account Recovery Details.
Read the Terms & Conditions and Privacy Policy, tick the box to confirm and click Register.
4. Loginto your email account and click on the link containedin the Patient Services
verfication email.

w

Please visit http://patientservices.helpscoutdocs.com for detailed information on the services
available, printable guides, Frequently Asked Questions andvideo tutorials.

Yourssincerely,

Kilsyth Medical Partnership
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