EMIS Course Module Descriptors
	Course Title: EMIS Basics for Receptionists

	This module will cover the basic parts of EMIS required to work in reception.

	Main Features:
1. Making an appointment
a. For the current patient

b. For a new patient

c. Unregistered booking

d. Slot notes

e. Reasons

f. Moving and cancelling patients
2. Issuing a prescription
a. Adding an acute prescription

b. Adding a repeat prescription

c. Issuing prescriptions
3. Registering a patient
a. Registering a regular patient

b. Registering different types of non-regular patients

c. Re-registering a previously registered regular patient

d. Changing registration details



	Course Title: Template Designer

	Template Designer will enable you to manage your clinical templates, and create new templates as required.

	Main Features:

1. Create practice defined templates

2. Make changes to EMIS standard templates

3. Copy and edit standard EMIS templates

4. Effectively manage the repository of standard data input templates.


	Course Title: Prescribing

	This module will cover the EMIS prescribing function


	Main Features:

1. Add new acute prescriptions

2. Add new repeat prescriptions

3. Add new private prescriptions

4. Adding appliances and dressings

5. Other prescription issue methods

6. Cancelling/restarting drugs

7. Altering drugs

8. Adding allergies

9. History/past drugs

10. Patient information

11. Problem linkage

12. Review patient medication compliance

13. Access the BNF

14. Use practice/individual user formulary



	Course Title: Microsoft Word Integration

	Microsoft Word Integration enables you to produce documents in Word to merge with your search outputs from EMIS, and will also cover the merge process. We will also discuss the use of other templates you can download to produce insurance reports and patient summaries

	Main Features:
1. Create standard letters

2. Create template letters

3. Create referral template letters

4. Mail merge patient information

5. Produce standard letters, individually or in conjunction with searches



	Course Title: Medical Record

	This course is for anyone who would use the Medical Record module in EMIS for Data Entry, it is primarily designed for admin staff, as the parts related to clinicians are dealt with in the “Consultation Mode for GPs/Practice Nurses”.


	Main Features:

1. Module layout

2. Adding clinical terms

3. Adding diary entries

4. Adding alerts

5. Adding allergies

6. Templates

7. Test Requests

8. Locating patient data

9. Editing information in patient record

10. Deleting information in patient record

11. Printing information in medical record

12. Medical record configuration

13. Protocol manager


	Course Title: Searches and Reports

	This module will cover all aspects of the Searches and Reports part of EMIS including Population Manager, Reporting Functions and Batch Processing, and is for anyone in the practice who needs to run searches.

	Main Features:

1. Module Layout

2. Age/sex register

3. Appointment Slots

4. Search Population Manager

5. Population Manager

6. Reporting Functions

7. Batch Processing


	Course Title: Consultation Mode for GPs

	This course is designed to replicate a typical consultation, albeit one where all parts of the screen are used.  This module will take the delegates from the appointment book into the Consultation Mode in EMIS; demonstrate the layout of the Consultation Mode screen, and the operation of each of its parts. A demonstration of the functionality of the Template screens will be given. The delegates will then be taken to the Medical record to look at various sections relating to results etc, such as Values, and Consultations.

This module is for GPs

	Main Features:

1. Module layout

2. Adding a new consultation

3. Adding a review consultation

4. Adding a consultation for multiple problems

5. Changing consultation header

6. Setting user preferences

7. Adding an attachment to a consultation

8. Test Requests

9. Consultation History

10. Problem management

11. Mentor Plus

12. Protocol manager


	Course Title: Consultation Mode for Practice Nurses

	This module is similar to “Consultation Mode for GPs”, but concentrates more on the QOF and LES Templates

	Main Features:

1. Module layout

2. Adding a new consultation

3. Adding a review consultation
4. Templates – QOF and LES
5. Adding a consultation for multiple problems

6. Changing consultation header

7. Setting user preferences

8. Adding an attachment to a consultation

9. Test Requests

10. Consultation History

11. Problem management

12. Mentor Plus

13. Protocol manager

	Course Title: Appointment Configuration

	This module will cover all aspects of setting up the appointment book, and is for whoever in the practice is responsible for this.

	Main Features:

1. Appointment Schemes

2. Holder Configuration

3. General Settings

4. Event configuration

5. Calendars

6. Schedule Configuration

7. Management

8. Appointment event viewer

9. Manually creating book

10. Appointment reasons

11. Appointment messaging


	Course Title: Appointment book

	This module will cover all of the day to day use of the appointment book, and is for all staff who work in reception.

	Main Features:

1. Module layout

2. Views

3. Navigating the appointment book

4. Finding free appointments

5. Booking appointments

6. Preset filters and creating/using filters

7. Tracking patients in appointment book

8. Cancelling and rearranging appointments

9. Booking double length appointments

10. Double booking appointments

11. Creating extra appointments

12. Household bookings

13. Follow up appointments

14. Privacy Mode

15. Printing and saving appointments to disk

16. Checking a patient’s appointment


