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Welcome

Welcome to Evitas, an online platform providing you and your patients a confidential, fast and simple system
for combining and storing health records, test results, medical information, appointments, rapid
communication, and more.

Evitas brings your patient’s health records and information together from multiple sources in a single place

giving you a complete picture of their health online. Patients and healthcare professionals can share the
platform to ensure that accurate up to date health information is available to everyone.

Key Features of Evitas

1. You can connect directly with patients and share medical data, referrals, clinic letters, results and
more in one secure online platform ensuring everyone involved in the patient’s care has the full picture.

2. Enables correct and accurate information to be shared between patient and HCP.

3. The ability for both you and patients to arrange appointments, upload information and contact each

other thereby reducing delays, streamlining the process and minimising workload.
4, Create a multidisciplinary team around each patient seamlessly within the platform to share relevant
information and communicate directly.
5. Make use of an advanced telemedicine platform to facilitate remote consultation and MDT meetings.
Take the first step to helping your patients take control of their health by registering with Evitas.

All fields with an * are mandatory fields.

Where you see this o symbol, it indicates help information.
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Registering with Evitas

You can register on Evitas whether you have patients using the platform or not. This ensures that you are on the
platform if/when any patients are referred to you.

Alternatively, you may receive an Invite to Connect from a patient who is already in your care.

Registering Independently

e Openyour browser and go to https://prod.allmyhealth.co.uk/. You will see the login option on
the homepage.

e Click on Register as a New User

evitas

EotQot Bassann

Login

Mew hare? Aegister 32 2 new uzer

e You will be taken to a screen giving you the option to register as a Patient or a Healthcare
Professional.
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e Select the Register as a Healthcare Professional option by clicking on the green arrow. You will then
be taken to a screen where you need to complete five different sections:

1. Personal Information
2. Professional Information
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https://prod.allmyhealth.co.uk/

3. Healthcare Facility Information
4. Secretary Contact Information
5. Account Information

You have the option to upload a personal photograph, click on Upload Image, this will take you to your
computer where you can select an appropriate image. The maximum upload image size is 900kb

Any fields marked with a red asterisk (*) are mandatory and need to be completed.
Throughout the platform, you will find icons like (i). By clicking these icons, you can view short descriptions of

the field, its requirements, and useful links that you can browse to better your understanding.

Section 1 - Personal Information
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Complete the following fields with your personal information:

o Title.
o Select a title from the drop-down menu.
e First Name, Middle Name and Last Name.
e Gender.
e Date of Birth.
o Click on the calendaricon and select the correct date, month, and year.
e Correspondance Address/Postcode
o Startto typeinyour address or postcode and a drop-down menu will appear for you to select
your address.

e Visibility
o You have the option to make your contact number or address/postcode visible to other HCP’s
and Patients. Check the appropriate box.
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Section 2 - Professional Information
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Complete the fields:

e Professional Type.
e Healthcare Professional or Allied Healthcare Professional.
e Professional Title.
e Specialty.
o Asyou startto type, a list of options will appear, select the most relevant option.
e Sub-specialities.
o Click onthe arrow and select your preferred option.
e GMC or Professional Registration Number.
e Clinical Interest.
o Thisis free text, you can add mulitple interests as you would like by pressing enter after each.
o Visibility.
o You have the option to make your profile visible to other HCPs and Patients. Check the
appropriate box.

e Weblink
o Ifyou have your personal or official website, you can include the link here.
e Biography

o Thisis afree text box that allows you to add any relevant information.

Section 3 - Medical Facility Information
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Add details of the Medical Facility you practice at:

e Choose Type: NHS or Private.
e Medical Facility Website URL.
e Medical Facility Name.
e Address.
o When you type the Address or Postcode of your practice, a drop-down menu will appear for
you to select the correct address.

If you would like to add an additional Medical Facility, click on (+) Add New Medical Facility and complete the
fields.

Section 4 — Secretary Contact Information

If you have an NHS Secretary and/or a Private Secretary, you have the option to include their contact details in
your profile. They will then have access to your system and will be able to carry out certain functions.

Complete the following fields:

e NHS Secretary Email Address.
e NHS Secretary Landline Number.
e NHS Secretary Mobile Number.

By clicking on the Access Mailbox under Grant Permissions, you can allow your secretary to access and
manage your mailbox.

You can also add a Private Secretary, click on (+) Add Private Secretary and complete the fields.
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Section 5-Login Details
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e Inthis section, you need to create your login details - Email Address and Password. You will then need
to add your Password and re-enter it to confirm it.

Your password must be a minimum of 8 characters and should include one upper case letter, one lower case
letter, one special character and a number.

In order to use Evitas, you need to read and then agree to the Terms of Use and Consent to your data being
processed in accordance with the Privacy Policy. These are a mandatory requirement.

e Checkthe box- | agree to the Terms of Use.

e Checkthe box-I|consentto my personal data being processed by Evitas in accordance with the
Privacy Policy in order for me to access the Online Platform, App and Services.

e This will be the information you will use to log in to your profile in the future. Click on Register and you
will be sent a code to your email address which is needed to authenticate your account.

Failure to complete the fields marked with an asterisk (*) will result in an error message being displayed and
you will not be able to progress with registration.
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e Typeinthe code and click Verify.
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e Ifyou do not receive a code, you can click on Resend Code. Once authenticated, you will be taken to
the Login Screen.
Registering after Receiving an Invitation from a Patient

Any patient registered with Evitas can send an invitation to an HCP involved in their care inviting them to join
Evitas so that they can view/interact with that Patient’s Dashboard.

e Youwillreceive a Connection Request email advising who has sent the request. If you wantto
connect with the Patient on Evitas, you will need to register on Evitas.

e ClickonJoin. This will take you to the Registration page of Evitas.

Complete the registration details by referring to the section above titled Registering for Evitas.

If for some reason, the patient has not found you on Evitas and you already have an account, you can click on
Already have an account?

Page | 8



Login to Evitas
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e Loginto Evitas using your email address and password that you registered with. If you have forgotten
your password, click on Forgot Password?
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e Enteryour email and click Send. You will be sent an email with a verification code. Enter the code and
then create and confirm your new password.

e Click on Reset Password.

€ Bk

# Feaet Pasword
Plisasc enber the coda you received an tho emall
troimernskenma

B0 ol 2o 1o res the s
i m Haw Passward
, . LT
’ |
A §
I I I ! — =

N

Page | 9



You will be taken back to the Login screen and asked to authenticate your account by checking your phone for
the two-factor authentication code. After adding in your login information. You will then be taken to your
Dashboard.

My Dashboard
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On your Dashboard, you will see:
e My Connections

e Appointments

e Mailbox

e Correspondence Letters

e Secretaries

e Letterheads and E-signhatures

You can also view incoming Prescription Requests, View/Edit Available Appointments and Notifications on
your home screen.

To use all the functionality of Evitas and enable you to interact with your patients you need to be connected to
those patients through the platform.

My Connections

Evitas enables you to connect with Patients who authorise/approve you to access their profile. Once approved
you can have full visibility of their medical data and can upload referral letters, clinic notes, results and more.

This happens in one of two ways:
1. A Patient can invite you to connect and authorise you to have access to their data.

2. You can invite a Patient to Evitas.
There are three tabs on the My Connections page where you can:
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e View any Patients you are connected with.
e View any Patients that you are disconnnected from.
e Anyrequeststo connect that are in progress.

Patient Inviting an HCP to Connect

Any Patient registered on Evitas can invite an HCP involved in their care to Connect. If you are already
registered with Evitas, the Patient will send you a Connection Request. If you are not registered with Evitas,
the Patient can send you an Invite to Register.

Any invites to Connect can be seen in the My Connections section or Notifications section of your
Dashboard/Profile. You will see a red dot indicating there is a new request or notification.

e Click on My Connections.
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e Click on Incoming Requests to review a Connection Request from a Patient.
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e Here you will see any invites. Click on either Accept or Reject, a pop-up will appear asking you to
confirm if you would to proceed, confirm by either clicking Yes or No.
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e Ifyou now go to the Connected and Sent tab, you will see your Connected Patient.
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HCP Inviting a Patient to Evitas

You have the option to Connect with Patients under your care who are not registered on Evitas by sending
them an invite to join.

e Clickon Add New Patient. Add the Patient’s email address to the Invite Patient to Evitas field and
click Send.

If you are already connected with the Patient and error message will appear stating ‘You are already
connected’.
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The Patient is sent an email telling them that you want to Connect with them on Evitas. They are asked to click
the Join button to register and accept the Connection Request. Once the Patient has registered and
accepted your Connection Invite, they will be visible under the Connected tab. Any invites to Connect that
have been sent and awaiting acceptance are visible under Sent Invites.

Disconnecting

You can see any disconnected Patients under the Disconnected tab. You will be able to access their Patient
record from the time they connected with you to the time they disconnect with you.

Appointments

In this section, you can manage all your appointments and meetings with your patients. You will have visibility
of both upcoming and previous appointments/meetings as well as a shortcut on the home screen to View/Edit
Available Appointments. If a new meeting or appointment has been added you will see a red dot on the icon
indicating this.

You will first need to set up your Appointment timings using the View/Edit Available Appointments tab.

View/Edit Available Appointments

You can select your Appointment timings by clicking on the View/Edit Available Appointments tab on your
home screen. This will lead you to fillin the following:

e Medical Facility

e Time Slot Range
e Days of the Week
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e From the drop-down menu in the Medical Facility tab, select the facility you want to make accessible
for booking appointments.

e Setyour Time Slot Range according to what timings you prefer for appointments/meetings. This will
also allow patients to request appointment bookings during these hours.

e Select what days of the week you are accessible for appointments/meetings.

e Click Update.

15 ViewsEah Avaiianie Appointments

You have now updated your preferred appointment slots. Bookings can now be requested during these timings.
You can choose to add further time slots by clicking on the (+) Add New Time Slot button and repeating the
same process.

Now click on Appointments to view or schedule appointments.
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When sending an Appointment Request to a Patient there is an option to add Appointment Documents. Any
documents added should be general administration documents for example: Directions to Clinic, Disclosure
Forms, Feedback Questionnaires etc. Itis important to note that documents containing any Patient details or
clinical information should not be attached. These should be uploaded directly to the Patient Dashboard.

The administration documents can be added the Appointment Documents tab which is a document
repository for selection when sending an Appointment Request to a Patient.

e Clickon (+) Add New and select Appointment Documents from the drop-down menu.

e Clickon Choose and Upload File. This will take you to your desktop where you can select any
documents you wish to upload. Uploaded documents appear in the Appointment Documents tab

showing the Added On date and Added By. If no longer required, documents can be deleted using the
Binicon.
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Upcoming Appointments

Any Upcoming Appointments will be displayed on the Upcoming tab as List View as the default. These
appointments may be ones that have been requested by the HCP, their Secretary or by a Connected Patient.
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If you click on the arrow on the right hand side of an appointment record you can see the specific Appointment
Details.
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You have options on how you want to view Upcoming Appointments.

e Clickthe List View option button to turn off. You will then see all Upcoming Appointments as
appointment cards.
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e Ineither List View or Appointment Card View you have the option to filter over a date range.
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e Alternatively, click on View Schedule which will display a calendar view where you can select a
specific Day, Week or Month.
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N

e Appointments can also be exported to an Excel spreadsheet. Click on Export Appointments and
select a date range. An Excel spreadsheet will be download to your device.
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* Appointments.
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For any appointment requested by a Patient or created by you (or your secretary) you will see details including
the reason for the Appointment, Appointment Type (NHS or Private) the Date, Time, Patient Name, and
Location.

There is a hyperlink to the Patient’s Dashboard by clicking on the Patient Name. Appointments may be
Accepted or Pending or Rejected either by the Patient if the Appointment has been sent by the HCP/Secretary
or by the HCP if the Appointment has been sent by the Patient.

The Appointment Request shows who has sent the request. If the HCP is the organiser it will state ‘You are
are the organiser’, if the Patient has sent the request it willl state ‘Patient name is the organiser’.

You also have options to Edit or Cancel appointments.

Appointment Request from a Connected Patient

A new Appointment Request from a Connected Patient will be visible on the Upcoming tab on your
dashboard. You have filter options including viewing as Appointment Cards, a List View, Calendar view and the
ability to filter over a date range.

A new appointment request from a Connected Patient will give you or your secretary the option to Accept,
Reject or Edit.
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e To accept the Appointment request click on Accept. A pop-up will appear with an option to select any
documents you wish to upload, for example directions or questionnaires. Any documents to upload
must be in the Appointment Documents repository.
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Check the box(es) for the documents to attach. The document filenames are visible in the field. Once
uploaded click Accept. The Appointment is now visible on the Upcoming screen as Accepted.
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To view the Appointment, click on View Details button. A pop-up appears showing the Appointment
Title, Description, Time, Date, Organiser and Attached Documents. Clicking on the PDF icon
enables you to view the Attached Document(s).
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e Once Accepted, the Patient will be sent notifications by email and SMS along with an in-EVITAS
notification.

e Once an Appointment has been accepted you have three options available to you — Cancel, Edit and
Running Late.
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e |fyouwantto Cancel the Appointment Request click Cancel. A pop up appears asking you ‘Are you
sure you want to cancel this appointment?’. Click Yes.

@ 24 Strargways Temxe,..
Bl o i

AMtached Desiments:

B

[xc:mu] # Edit urring Lats 3 | [ View Dotailn b |

Ay SR U WANT 1 3R s TNt EeT

i

Pagelefl & &

The appointment will be shown as Cancelled on your dashboard. The patient will receive an emailand a
text message stating that the appointment has been cancelled and to contact the office to reschedule.
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e [fthe Accepted Appointment Request needs to be changed click on Edit and the appointment details
pop-up will appear.
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e Change relevant details and click Send.

e The Appointment will be shown on your dashboard with the status changed to Pending as the patient
will need Accept/Reject the updated Appointment Request.

e The patient will receive an email and SMS long with an in-EVITAS notification stating that the
appointment has been changed and to login to their dashboard to Accept/Reject.

HCP Adding a New Appointment or Meeting

e Toadd anew appointment or meeting, click on (+) Add New Appointment.
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e Select whetheritis a Virtual or In-clinic appointment.

e |f you want to attach administration documents from the Appointment Documents repository, click
the documents drop-down arrow and select the relevant documents

e Addinan Appointment Title by clicking the drop-down arrow and selecting from the options available.
The Reason for Consultation field autopopulates with basic text but this is a free text box and can be
edited.
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e [fthereis no relevant Appointment Title the option of Other can be selected. A mandatory free text
box Reason for Consultation appears which can be populated with relevant text.
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You then have an option to add a Connected Patient and any additional Healthcare Professional(s) (if a
Virtual Appointment/Meeting).

e To add a Connected Patient, click on Add Connected Patient. You will then see a list of all the
Patients you are connected with.
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e Select the Patient you want to invite to the meeting/appointment.
e Click Add.

You will now see the Patient’s name added to the appointment.
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e Ifthe Appointmentis a Virtual Appointment and you wish to add Healthcare Professionals, click on
Add Healthcare Professional. A pop-up will appear showing all Healthcare Professionals registered
on Evitas that have been marked as a favourite by you or your secretary registered on Evitas. If they
HCP is not visible you can search by name, specialty or medical facility. Select the relevant
Healthcare Professional. Currently you can only add Healthcare Professionals that are on Evitas,
further development will enable you to invite others not on Evitas.

Add Hoalthcare Professionalis)

e The Healthcare Professional’s name appears.
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e Ifthe Appointmentis an In-clinic appointment, select the Medical Facility at which the appointment
will take place.

e Complete the Date, Start Time, and Duration of Appointment. The End Time will automatically
populate. If the day and time of appointment falls outside your pre-set clinic times an error message

will appear.

e You can now send the appointment/meeting invite by clicking Send. The invite and meeting video link
(if required will be sent) will be sent to invited Patients and HCPs.

The Patient will be sent notifications of your Appointment Request by email and SMS along with an in-EVITAS
notification.

Failure to complete the fields marked with an asterisk (*) will result in an error message being displayed and
you will not be able to progress.
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On your Appointments screen, you will see the new appointment you have created. It shows you as the
organiser and details on the status of invited participants (Accepted, Rejected, Pending, Cancelled). Also
included are details of the meeting such as Title, Date, Time, Location and Virtual Meeting link (if required).

L Vierw MisE Mogan Elizateth Murphy invited you @ Princess Crace Hesptal, 43 ¥ou are an crganicar @ Brincuss Crace Hispstad, 41-5

View Details ¥ # Edit View Detalls ¥

(D) Lews Chat

If using Evitas and another system for appointment management, it is important to ensure that any
appointment requested and then accepted must be recorded identically in both systems.

When an invited participant changes the status of their invite, for example when they accept the request, you
will receive an email and In-Evitas notification. For further details on the appointment, you can click on View
Details.

Accepting/Editing/Cancelling an Appointment

Appointments either created by you (and your team) or requested by a Patient can be Accepted, Edited,
Rejected or Cancelled.

Patient Requested Appointment

If a Patient has sent an Appointment Request this will be visible on your Appointments screen under the
Upcoming Tab.

Yeu are an ceganiser © Crincess Grace Hesenlal, 425

You have the option to Accept, Reject or Edit the Appointment.
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e Clickon Accept, an Accept Apppointment pop-up appears with the option to upload any documents
you wish to share with patient e.g., directions, questionniares etc. You can select doucments from your
doucment repository or you can upload a new document.

Ascept Appaintmant

Seact upkattied docurmentis] b s

e Once Accepted the Patient will be sent an email, SMS and in-Evitas notification to say that the
Appointment has been Accepted.

e The Appointmentis now shown as Accepted on your Upcoming Appointments tab.

Lint View Miss Megan hzabeth Murphy invited you You areun organiser © PrincossGrace Hosodal 435
Inecliric viai

€hoose Appolntment
e Appaintment Type: Type Annched Documents:
NS

o decurents faund arvate A tha v 12 i AT N
Appaintrent Detalls:
-
“heatibes "

Virtual meeting:

e
[ #unningLate & | | View Details » 7 san [ View Dutaite »

¥ Finer Miss Mogan ERzaboth Murphy invited you
anligation Bmw

Appointment Type: Attachied Dacuments:
NS 1o docurments found.
Appointrrent Dutaite  Pmjuctad

* Done 28 b, 2025

e

Bugwioll

e Ifyou need to change the Appointment for any reason you can Cancel or Edit it. The Patient will be
sent an email, SMS and in-Evitas notification advising of a change of status. For an Appointment that
has been edited, the status will revert to Pending and the Patient will need to Accept the Appointment
again. For a Cancelled Appointment the Patient notifications will ask them to contact you.

e Onthe occasions that you may be running late with your appointments you have an option to advise the
patient of this. Click on Running Late.
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off | nopointments

O addNew I+ Upeoming | D Previous
List view Miss Magan Eiznbeth Murphy invited you You srean organiser @ Frovcoss Grace Hospital, 43-5
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=R o
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o & - ———
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7 s Miss Mogan Elizaboth Murphy vl ©
¢ ...
g Dotalls: | Bejected
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e Addthe number of minutes that you are running late and click Save.

© Add New * Upcoming = D Previcus
List View Miss Mogan Efzabeth Murphy invited you You are an organser @ Princoss Cracw Hosciis, 42-5
Hews Pk OO E AR B
Croous Asipaintrmm
e Aspointment Tyoe. Attachod D Appeinument Type: Atzached Documents:
al u Ne g et Privete e aroow b0 view: attached
Srivate gecums
. Appaintment Dotalts Virtual mesting: Appointment Dotaks:  Pending =
ove o e 3 . 200 e + Dote 38 e 2
Y )
£ view Scheduies A S v O et
X cancel | | # Edit unning Late & View Details # | # e View Dotalls »
ot
7a Miss Megan Eizabath Murphy invited you @ Finuess Grace |
B st v
Appois Attached Documents:
Ne dacarments fours
Appaintment Dotails:  Rejected
e @ Lats Chat

Page 1ot

e Thetime of the Appointment is automatically changed and the Patient sent an email, SMS and in-
Evitas notification.

HCP Requested Appointment

For any appointment requested by you (or your team) you have the option to Edit or Cancel at any time.

Previous Appointments

e Toview all previous appointments, click on Previous, this will open a screen showing you a list of all
previous appointments. You can also search an appointment by typing in the title or the organiser’s
name by using the search bar on the right-hand side.
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o | Appointments
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You also have options to filter the Appointments by using the Filter option or the View Schedule option. The

Filter option enables you to select a date range. Click refresh to clear all filters.

* Appoirtments.
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The View Schedule option is a calendar view where you can select a specific day, week or month view.
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Cancelling Appointments

You can choose to cancel appointments that have been sent by you (or your team) regardless of their status
(Pending or Accepted) in either List View or Appointment Card view.

Appointment Dutails *

Wormrean argiser

Apmnrtmon Homars
Canpultstion Ransan:
Fincyi satireg; mm mppoirtrrmel for mcheal abertian o carm Aulion

Appaintrment Deemils:
= Tinbe 16 Dex 2075
» Time: GESS BM 0 0230 P

Pending 1]

| ™5 Mogan Elizabotn Murohy Patnt]

e Click on Cancel, this will prompt you to confirm if you want to proceed.

e ClickYes.

You will now see that your appointment’s status is updated to Cancelled.

J_ Appaintments

it v D Title Patient Mame Patient Details Dnte 8 Time  Status Meeting (Link [ Locartian) Organised By

f—— corry 1D 205 = : Pusdling

| 2 — , Fang dling, :
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G Wi

B s Appeintmen IS i 10 Dec. 2025

Baiest r nEpen e VERReElE A Enangsr e Lanmee Wik BhE

n Ak My +ANOTEE A0 -

B v Soheouios

Exy
B mmmtments *

T Filtar

o
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The Patient will be sent notifications by email and SMS along with an in-EVITAS notification.

Patients can also Cancel an Appointment that they have previously accepted. The Appointment status will
be updated on your Appointment screen and you will receive an In-Evitas notification.

Mailbox

You have a dedicated Mailbox in Evitas where you can communicate with Patients, HCPs and Secretaries
that are registered on Evitas. You also copy in other recipients who are not on Evitas using the CC field. Also,
requests for appointments or connections will appear in this Mailbox as well as in Notifications. Any new mail
will be indicated by a red dot.

efevitas

2)| Broscription Recuests
{1 View/Kdit Available Appointments

L Notifications @ >

e Click on Mailbox.

¢ Inyour Mailbox, you will see any emails that you have received, click on Inbox to see all emails. Emails
that are unread appear bold and have a closed envelope icon. The envelope icon appears open when
an email has been read.

() Lets chat

e Click on Sent Items to see any sent emails.
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Pageied

3 La's Dt

e Ifyouwantto send an email, click on (+) New Mail. You can send an email to any HCPs registered on
Evitas, any Patients you are connected with, HCPs and secretaries external to Evitas.

= @& B B I S|L &3 : 9 = am=q

e Toadd arecipientin the To field, click Add Recipients. A drop-down menu appears with the option to
select Evita HCPs, Evitas Secretary and Evitas Patient.

of  Mailbox

L

= sand % add aveiglonts | v || @ astoch posuments |~ |Tee |1

To* Use th A Fincisian dropdovn b swioct Bvikas connad g o 4 estormal rcipeTs

Wiins Fhianne M =
i p . Subject -

Pagelotl

e To add a Connected Patient, click on Evitas Patient and select the relevant Patient. The system is
designed to only allow you to select one patient.
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Add Patient *
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Data of Birth NHS Humbor
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Click Add. The Connected Patient’s name appears in the To field.

), 7 Co To Patient's Dashboard
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An option is now visible allowing you to access the Connected Patient’s Dashboard. Click on Go to
Patient’s Dashboard.
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% Ly chnbes i et glrme i) Vircles trastigatiany 2 7005 [ ——— Ve Bt
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T hore 3008 1 M 303

. &=

[Ely conicarnore ) 12 47 2 13 -]

To return to the email, click on Mailbox and (+) New Mail, the email you were composing will still be
visible.

To add additional Evitas Healthcare Professional(s) or Secretary click Add Recipient and select

either Evitas HCPs or Evitas Secretary. An Add Healthcare Professional(s) box appears, if you have
HCPs that been marked as a favourite they will be listed or you have the option to search for an Evitas
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HCP by name, specialty or medical facility.
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e You have the option to favourite an HCP listed by clicking on the Add to Favourite List star.
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e Selectthe HCP you wish to include on the email and click Add. You will now see them listed as a
recipient in the To field.

[ ST E [) [ s
Miss hanre M. -
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e To send the email to a Healthcare Professional not registered on Evitas. Click on the CCicon and
type in the email address(es) of additional recipients.
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() ets Chant

e Complete the mandatory Subject field and compose your email. If you want to attach documents to
your email click on Attach Documents and select from your computer.

e Whenyou have added all recipients to your email and completed your Subject and Message, click
Send or the Bin icon if you do not want to send it.

Failure to complete the fields marked with an asterisk (*) will result in an error message being displayed and
you will not be able to progress.

You can now see your sent an email by clicking on Sent Items.

O How Mall

~ Pugpm Tl 1

Correspondence Letters

Evitas is a complete patient management system which allows you to send all correspondence directly to your
patients through the platform. Correspondence sent will be visible to the Patient on their Dashboard as soon
as it has been sent.

To begin sending correspondence to Patients (and other HCP professionals), you will need to create you
letterhead and e-signature which you can do by referring to the section below Letterhead & E-signhatures.

At any point, you can click on the (i) icon to read a brief guide on what to fill in the forms.

Within Correspondence Letters, you have two options Incoming and Outgoing.
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Incoming correspondence can be documents received from Patients who are already on Evitas who you are
connected with (Internal Patients), documents from other sources for Internal Patients or can be potential
Patients who have contacted you to request a consultation who are yet to register on Evitas (External
Patients).

Outgoing correspondence are documents that you (or your secretaries) have created within Evitas that need to

be sent to a Connected Patient and other HCPs who may be on Evitas or may be external.

of | cormespondence Letters
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Incoming Correspondence

Incoming correspondence can be documents received from patients who are already on Evitas who you are
connected to (Internal Patients), documents from other sources for Internal Patients or can be potential
Patients who have contacted you to request a consultation who are yet to register on Evitas (External
Patients).

Failure to complete the fields marked with an asterisk (*) will result in an error message being displayed and
you will not be able to progress.

e Click the arrow next to Incoming, you will see a drop-down menu showing Statuses, Upload
Document and Archive Documents.

‘ | Correspondence Letters

© Add How Yo i Eunrly i nearming Lets senrch @ |

e Mg Latter Type Template  Created By Patient Details Date 1! Status. | Flag Action

3 W oulgeing

iia rPTFTPPREPERP
i

”~ Page 1 of 1

e Click on Statuses to show the status of Incoming correspondence, the brackets after each indicate the
number of documents with that Status.
o Action Required
o Awaiting Review
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o Completed

Clicking on each Status will display those letters on screen with that Status. There are columns for Letter
Type, Template Name, Created On, Created By, Patient Name, Patient DOB, Date of Letter, Status, Flag
and Actions.

* Correspondence Letters

;. incmming Lattar Typa Template  Croated By Pathant Detalls Date §f Seatus T Flag Aetion
Hame
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@ Outgoing DB E i
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Correspondence with the Action Required Status can:
e Beviewed on screen by clicking the PDF icon
e Bedownloaded
e Beprinted
e Hauve their status changed
e Be shared with HCPs on Evitas or external to Evitas

Correspondence with the Awating Review Status can:
e Beviewed on screen by clicking the PDF icon
e Bedownloaded
e Beprinted
e Hauve their status changed
e Be shared with HCPs on Evitas or external to Evitas

* Correspondence Letters

bBaB

h e B

Correspondence with the Completed Status can:
e Beviewed on screen by clicking the PDF icon
e Bedownloaded
e Be printed
e Have their status changed
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e Be shared with HCPs on Evitas or external to Evitas
e Archived

0 Ao four ars cuTanthy yimsing incoming Letrers
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e Toadd anIncoming document, click on Upload Document, you will see a drop-down menu with
options of Internal Patients and External Patients.
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Internal Patients

Click on Internal Patients to add a document from a Connected Patient who is on Evitas. An Upload
Letter pop-up will appear.
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Click the down arrow in the Patient field and select the Patient the document/letter has come from.

Click the down arrow in the Letter Type field and select the appropriate option. If there is no relevant
option, select Other.

Upoad Lotter
Patiant”

s Miacaen i zbatiy Mol

Letnr Type !

St Leeter 200

Click the down arrow in the Flag field and select the relevant option.

[ satecs Lostor Fag

Click the down arrow in the Status field to display options. Select the desired option.
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e Select a date using the calendar fucntion the Date field.

e The Comments field is a free text box so can be populated with anything relevant.

I Mbsrvrn b 2005

Comermrs

Capy 0T HHS 1R resls recaiwd fiem pavent diocty

e Click on Choose and Upload File. This will take you to your device where you can select the relevant
document.

Eeumes

Date*
T Norvmbes 2025

Commant

Ty of MHE test resullts moeived from gatient directly

The Uploaded Document is visible with an option to delete using the cross if uploaded in error.

e (Click Save
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e Uploaded correspondence can now be viewed by clicking the relevant Status allocated to display on
screen. In this example, the Uploaded Document was given a Status of Awaiting Review so can be
seen on the Awaiting Review screen.
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Uploaded correspondence can:
e Beviewed on screen
e Bedownloaded
e Be printed
e Have their status changed
e Shared with HCPs on Evitas or external to Evitas

e ClickonView PDF icon under Actions.

e Click on Download icon under Actions to download the document to your device.
e Click on Printicon under Actions to send the document to your printer.

e Click on Change Status icon under Actions.
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Sraruiting Freviass

Click the down arrow in the Status field to display options. Select the desired option. The Notes field is
a free text box.

st
Cormipioted
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Reraeveodt and approved

Click Save. The Status of the of document will now be changed.
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Click on the three dots under Actions, a drop-down menu appears with an option to Share. Only
documents that have a status of Completed can be shared. A pop up Add Healthcare Professional(s)
appears with the option to search. If an Healthcare Professional has been selected previously and
categorised as a favourite they will be displayed below. Searching by HCP name or medical facility will
display all relevant options.
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e Select the HCP you would like to send the correspondence to and click Done. A sent successfully
notification appears on screen.

e Click on the three dots under Actions, a drop-down menu appears with an option Letter Logs. Click on
this and you will see an audit history for the correspondence.

e Ifthe HCP you wish to send correspondence to is not on Evitas, click on Cannot Find HCP on Evitas.

Pop up fields appear which need to be completed with the External Recipient(s) email address(es) and
a free text Notes field.
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Cannot find HCP on EVITAST

e Click Done. A sent successfully notification appears on screen.
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If you wish to Archive correspondence so that is not visible on your Incoming Letters screen, click on
Archive Documents under the Incoming menu. Document is removed to Archive Documents. Only
documents that have a Status of Completed can be Archived. Click on Archive Documents to view.
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External Patients

Click on External Patients to add a document from a Patient who is not registered on Evitas. An
Upload Letter pop-up will appear.
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Complete the following fields — First Name, Middle Name, Last Name, Date of Birth, NHS Number
and Address.
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Dt ol Birth

11 My 000
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e Clickthe down arrow in the Letter Type field and select the appropriate option. If there is no relevant
option, select Other.

ek, Prost Code
The Sports Medicel Sroun Lid. 28 Harley Strout London
Letar rype *

IIMLWW

e Clickthe down arrow in the Flag field and select the relevant option.

Dt of Birth
2 hugue: 1392

Addresson Cos @
The Sanms tedicsl Croun Lid. 25 Harey Smeet, Lordon

Letter Tyes*

Dinical Lemer

Flag
Galect Letter Flag

e Click the down arrow in the Status field to display options. Select the desired option.
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e Select a date using the calendar fucntion the Date field.
e The Comments field is a free text box so can be populated with anything relevant.

e Clickon Choose and Upload File. This will take you to your device where you can select the relevant
document.

The Uploaded Document is visible with an option to delete using the cross if uploaded in error.
e C(Click Save
e Uploaded correspondence can now be viewed by clicking the relevant Status allocated to display on

screen. In this example, the Uploaded Document was given a Status of Awaiting Review so can be
seen on the Awaiting Review screen.
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Any correspondence uploaded for an External Patient will display a blue person icon. When you hover over
this icon it displays External Patient.

e See above details on the Actions that can be taken for an Uploaded document.

Outgoing

Outgoing correspondence are documents that you (or your secretaries) have created within Evitas that need to
be sent to a Connected Patient and other HCP who may be on Evitas or may be external.

e Click the arrow next to Outgoing, you will see a drop-down menu showing Statuses.

‘ Correspondence Letters

O Add Mew L e Uty ewing Outgolng Laies Swarch

Lutter Type Template  Created By Patkant Deatails Date b Sutus Fiag Action
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e Click on Statuses to show the status of Outgoing correspondence, the brackets after each indicate the
number of documents with that Status.

All

Draft

Awaiting Correction

Awaiting Review

Completed

O 0O O O O

Clicking on each Status will display those letters on screen with that Status. There are columns for Letter
Type, Template Name, Created On, Created By, Patient Name, Patient DOB, Date of Letter, Status, Flag
and Actions.
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‘ Correspondence Letters
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Correspondence with the Draft Status can be:
e Viewed on screen
e Downloaded
e Edited
e Printed

Correspondence with the Awaiting Correction Status can be:
e Viewed on screen
e Downloaded
e Edited
e Printed

Correspondence with the Awaiting Review Status can be:
e Viewed on screen
e Downloaded
e Edited
e Printed

Correspondence with the Reviewed Status can be:
e Viewed on screen
e Downloaded
e Edited
e Printed
e Shared with HCPs on Evitas or external to Evitas

Correspondence with the Completed Status can be:
e Viewed on screen
e Downloaded
e Edited
e Printed
e Shared with HCPs on Evitas or external to Evitas

Creating Outgoing Correspondence

Templates

»
3
&

5 E
PP P PR PP PR

Evitas offers you the ability to create templates for correspondence that you use regularly.
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e Clickon (+) Add New and select New Template from the drop-down menu. A pop-up screen Add
Template appears.

e Give your template a name and add to the Template Name field.

e Click on the Clinical Details arrow a drop-down menu appears where you can select which Clinical
Details you would like to appear in the Template.

Template Nume '
Cinical Decalts @

| [Boocch by detais rams a|x

| Ciagross
T Modcation
L] Aterges
<[] veecimtions
] sSupgemans

© AsatumFeld

o Alist of selected details appears in the Clinical Details field.

e Clickthe Letter Type arrow and select a relevant type.
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e Click on the Additional Fields arrow to select any other fields you would like to include in your

template.

Tamsi seama
Naw Tomalate
Clinie! Dutait @
Déagock, Medicaan , Alkrghe .

e Type !

You can also create Custom Fields if the option you require is not available.

Click Add Custom Field and add name in Custom Field 1. You can then add further Custom Fields by
repeating the process. This will add these fields into your template.

e Click Save. Template will be available for selection when creating a New Letter.

Letters
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e Clickon (+) Add New and select New Letter from the drop-down menu. A pop-up screen Add Letter
appears.

patient

Seuct Fabent

@ xbas Meatnciey Onofosciong
CC Recpmntis)
© Cmearreen exctesuonatsl

Latier Ootabs

St Lkt Ty

Temesats * @

e Click the Patient arrow, a drop-down list appears of all Patients you are connected to.

e, Tovaii, Beriarie

=
e Select the relevant Patient, the name is displayed in the Patient field.
T
u:lﬂvl-'ﬂlllll- . .
Tamplaes * @
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e You now have the option to select HCPs that you wish to receive a copy of this correspondence. If it

needs to go to the Patient’s GP, check whether NHS or Private and GPs name is listed.
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e Click on (+) Other Healthcare Professional if required. A pop-up appears Add Healthcare
Professional. You can search for the Healthcare Professionals who are on Evitas by name, speciality
or medical facility. If an HCP has been designated a favourite they will appear in the list.
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e Selectthe required Healthcare Professional and click Done. The namee and email address of the
selected Healthcare Professionalis visible.
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e Ifyou wish to add a Healthcare Professional who is not on Evitas, click on Cannot Find HCP on Evitas.
A pop-up appears Add External HCP.
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e HCPs that have been used previously will appear in the table. Alternatively you can add an HCP
manually by clicking on Add Manually. A pop-up appears with fields that need populating.

Add External HOR

o= Respnts]
@ T b Srolesmanaliyl

Luster Dietuis
Troe
SRt Lt Ty =

Tarmgints " @

e Ifyou need to add further HCPs, this can be done by clicking on (+) CC Healthcare Professional and
follow the same steps as described above to select HCPs that are on Evitas or HCPs that are External.

e Select a Letter Type from the drop-down menu.

[ cimeaitatier

e
Sehect Lethey Tirm b m

e Select a Letter Template from the drop-down menu.

e Click Next.
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‘ Correspondence Letters
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e The Letter screen will show the Patient Details on the left hand side of the screen. You will then need
to create your letter.

e Set a Flag for your letter from the options Routine, Urgent, Two-week Pathway.

e Set a Status for your letter from the options Draft, Awaiting Correction, Awaiting Review, Reviewed
and Completed.
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You have the option to make the letter visible to other Healthcare Professionals who are connected to the
Patient by checking Visible to other healthcare professions on the patient medical dashboard.

e Under Compose Letter add a Letter Date and Event Date (this may be the date of a scan for
example).

‘ Correspondence Letters
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You will then see the fields that you added in your chosen Template. Complete these fields to
compose your letter. The arrow in the field opens functions similar to Word.

1 Templnte: Test 32 1...

| e
Mikis Magan Hllrateth Murphy (& Femate |
B Anapintasis: bl s s0g poon, 4.
Patinnt Detail e
R T—
« boer

# Compons Latker

@ 2dd Como Fleid
History @

e BRE CT I 2P A weas EMED

| ntiude Blomeres @ .y < s - Vomt

P ]

i
-

9 paseae 104

i
S, 20025
Wesh cm

e

If you require any additional fields, click (+) Add Custom Field.

Add a Field Label and if you wish this field to be added to the chosen Template for use in the future
check the Add field to template box.

If you would like to review the letter prior to saving, click on View Letter.
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e Click Save. The letter will now appear on the Outgoing Letters screen where a number of actions can
be carried out (as described above) depending on the Status of the Letter.
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Secretaries

You can add your Secretaries to help manage your Patients, Appointments, Correspondence and more.
Secretaries will have access to your Profile and Connected Patient Dashboards. Secretaries can act as your
proxy but their access and functions they can use is limited. Secretaries are not able to create any clinical
records on a Patient Dashboard. At any point, you can click on the (i) icon to read a brief guide on what to fillin
the forms.

e Click onthe Secretary icon in the top banner.

B Add Hew Secrwtary | X L

e Clickon (+) Add New Secretary, the Add Secretary screen appears.
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e Youcan Choose Type of Secretary, NHS or private.

e Addthe Secretary’s Email Address. This email address cannot be linked to anyone already on Evitas
(HCP or Patient) so needs to be unique to the Secretary. If the email address is already registered an
error message appears ‘This user is already registered as an HCP or Patient on Evitas’.

e Add the Secretary’s Landline Number if any.

e Add the Secretary’s Mobile Number.

e You can Grant Permissions by clicking on the tab that allows them to Access your Mailbox.
e C(Click Save.

Failure to complete the fields marked with an asterisk (*) will result in an error message being displayed and
you will not be able to progress.

Add Secrotary
Chame lype: @) W& priate
Gmcretary Biria Ackirens @
BrbautEens - S yoTerail com
Smcretary Landine Number

+440089842270

Cront Dermissions:

access vaimen @D

You can view your Sent Invitation to your Secretary on this page.
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Your Secretary will receive an email inviting them to join Evitas as your Secretary (either NHS or Private). Once
they have accepted your invite they need to register. Once registered they will appear as a Connected
Secretary.

‘ Sacrotaries

- Mrs alisan williams

1 bisconnect |

-~ Page 1ot Fagedofa o (3 Lot Chat

A Secretary can be disconnected at any time if they cease working for you. You can also view your
permissions and Secretaries you have disconnected, by clicking on the appropriate boxes in the centre.

Letterheads and E-Signhatures
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You can design your Letter Template and Signature by clicking on Letterheads & E-Signatures on your
dashboard. The information that appears on the Letterhead is pulled from the profile you created when
registering on Evitas. This opens the design tab and shows you a Preview of the Letterhead and how it will
appear to the Patient or HCP.

* | Letterheads & E-Signatures

AN Corruspondence @ Preview Letterhoad

At any point, you can click on the (i) icon to read a brief guide on what to fill in the sections.

o Ifyour Correpondence Address differs from the one you have in your profile. Click on Could not find
the address? You can then manually add another address.

‘ Letterhends & E-Signatures

evitas

E-Signature O

e 2 uoou |
e |fyou would like to add your own logo to your Letterhead click on Upload. This will take you to your
device where you can select a logo file upload. You can then set a default logo for your Letterhead.

e You can generate an E-signature by typing in your initials in the E-signature bar. You can also upload
your signature from your computer. You can then set a default signature for your Letterhead.
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Failure to complete the fields marked with an asterisk (*) will result in an error message being displayed and
you will not be able to progress.

Notifications
The Notifications section provides you with a quick view of any notifications you have received for example,
Connection Invites or Appointment Requests. Click on the arrow next to Notifications to expand the field

and view further information.

Any Notifications that are unread will display a red dot.

o RE3

To view information on a Notification click on it and it will take you to the section of your dashboard relating to
the notification. For example, if the Notification relates to a Prescription Request clicking on it will take you
to your Prescriptions page.

You can customise your Notification settings within Your Profile (see Your Profile section). Click on Settings
to view.
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You can turn on/off any Notifications you wish/do not wish to receive.
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Prescription Requests

The Prescription Request shortcut on your home page allows you to view any Incoming Requests for

prescriptions from Patients or pharmacies.

At any point, you can click on the (i) icon to read a brief guide on what to fill in the forms.

e Click on Prescription Requests and go through the requests that you may have received from Patients

and pharmacies
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e Click on View to read the prescription requests.

Requested Prescription
Do
Unit

Miligrem e Androcted by the
fma) prescriber MOU}
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« Androctod by th

Maogam  © o ey

e Ifyou wish to change any elements of the prescription click on the pen icon for each Medication and
make any changes to Duration, Type, Dose, Dose Unit, Frequency or Route.

If you do not wish to prescribe a particular medication, click on the bin icon to delete and remove the
Medication from the Prescription.

A dvaciod by the B

= Agdirocied oy tha
mrescrinar (MO

e Scroll down to add any comments related to the Prescription such as indications and any special
instructions or any specific comments to the Patient.
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Rwqumeted Prascription

e Click Accept or Reject on the prescription request.

The patient will now receive a notification that their Prescription Request has been approved or rejected.

Accessing a Patient’s Medical Dashboard

Once you are connected to a Patient you can access their profile/dashboard where you are able to view/edit
their medical history, upload referral letters, clinic letters, results and more.

¢ Inthe Connections section from the home page click on the Patient whose Dashboard you want to
access.

* Connections

L

Canmected Patients Sent knvites

NS Nurmber, I e g
Mige Megan Elfizabath Murphy Miss Ahlanna Marlay
feais | roman

Fageloll

You will then see all of the Patient’s information including the following information:

e Contact Details.

e Biometrics.

e Diagnoses

e Medications.

e Clinical Documents.

e Investigations.

e Prescriptions

e Correspondence Letters
e Allergies.

e Vaccinations.
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e Supplements.
e Clinical Notes.

You have an option to look at the Patient Overview Screen or the Patient Medical Dashboard. To see the

most comprehensive overview select the Medical Dashboard.
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To add information to the Patient’s Dashboard, you can use either the Overview or Medical Dashboard.
However, the Overview is the preferred option.
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Whenever you, as an HCP, make any changes to a Patient’s Dashboard, the Patient will receive a notification
which may be an Email and/or an SMS along with an In-Evitas Notification.

Diagnoses

To add a Diagnosis, click the (+) Add sign in the Diagnoses box. This will open the Add a New

Diagnosis window.
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e Start to type the name of the Diagnosis in the Diagnosis field. As you type, the system will search the
SNOMED database and provide a drop-down menu.

e Selectthe correct option and add in an exact or approximate Date of Diagnosis.

e Inthe Status field, select if the Diagnosis is Confirmed. You may also mark it as Suspected or Under
Investigation.

e Inthe Notes field, provide any relevant information.

Add New Disgnosia @
Dlsgnena @
3 Castrocsoptiageal rofux dssasa
Olegnoss D * @
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status
Suspeen
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e Click Save

Failure to complete the fields marked with an asterisk (*) will result in an error message being displayed and
you will not be able to progress.

You will now see the record in the Diagnosis section of the Patient’s Dashboard. If you wish to look at the
record, click on View Details.
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All details relating to the record you have created are visible including the Diagnosis, the Status, and the
Diagnosis Date. You will be listed as the person who added the diagnosis and the date you added it so that it
is clear to the Patient.

At any time, you can mark a Diagnosis as Inactive for example if it is no longer relevant to a patient’s care. This
will hide it from the patient’s medical history but can still be seen when you click the Inactive Records icon at
the top left corner of the screen. Inactive records will appear greyed out. When you mark a Diagnosis inactive,
you will be prompted to add a note about why you are marking it inactive. If a diagnosis has been inactivated in
error, you will need re-enter as a new record as inactivated records cannot be re-instated.

To add further Diagnoses, repeat the steps above.

e Ifyou wish to change the Status of a Diagnosis if an investigation is taking place or the Diagnosis has
been confirmed click on View Details for that Diagnosis.

e Click Add Note/Status.
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Click on the Status drop-down arrow and select an updated Status. Add any relevant notes for this
updated Status in the Notes field and click Save.

e You will see that the Status of the Diagnosis has been updated.
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e Click on View Details to see the audit trail for this Diagnosis.
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Diagnoses can be filtered either in date order or alphabetically using the arrows that can be found next to the
Name and Date titles. If a patient has multiple diagnoses, you can search for a particular diagnosis using the

Search by Previous Diagnosis bar.
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Medications

To add a Medication, click the (+) Add New sign in the Medications box. This will open the Add a New
Medication window. At any point, you can view the descriptions and browse the useful links attached to the
fields by clicking on the (i) icon.

o R LR T ——

e Startto type the name of the medication in the Medications field. As you type, the system will search
the database and provide a drop-down menu which only displays the first four options, use the right-
hand scroll to search for other options.

e You can link the Medication to a particular diagnosis that has been previously added by you or your
patient. Click on the drop-down menu in the Diagnosis field and select the appropriate option.

e Addin an exact or approximate Date when the patient started their medication. You can also choose to
add the Duration.

e Inthe Type field, click on the drop-down menu and select the appropriate type of medication.

e Typeinthe Dose of Medication and choose the appropriate Dose Unit of the medication by selecting
from the drop-down menu.

e Select the appropriate Frequency of medication by clicking on the drop-down menu in the Frequency
field.

e Selectthe appropriate Route by clicking on the drop-down menu

e Add Notes if you have any relevant information attached to the patient’s medication
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e Click Save.

You will now see the Medication record you created along with your details in the Medications section of the
patient’s Medical Dashboard. If you wish to look at the record, click on View Details.
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At any time, you can mark a Medication as Inactive for example if it is no longer relevant to a patient’s care.
This will hide it from the patient’s medical history but can still be seen when you click the Inactive Records
icon at the top left corner of the screen. Inactive records will appear greyed out. When you mark a Medication
inactive, you will be prompted to add a note about why you are marking it inactive. If a Medication has been
inactivated in error or you have been prescribed it again, you will need re-enter as a new record as inactivated
records cannot be re-instated.

Failure to complete the fields marked with an asterisk (*) will require you to fill the fields again before you can
progress.
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To add more Medication(s), click on Add New and repeat the steps above.

The patient’s Medications can be filtered either in date order or alphabetically using the arrows that can be
found next to the Name and Date titles. You can also type in the medication name in the Search by
Medication search field.

When a Medication has been added a green tick icon will be displayed with a hover message stating ‘Verified
Medicine’ which indicates the Medication has been verified by an HCP. Medications that are controlled drugs
have anicon CD next to the name of the medication. If you hover over this icon it states ‘Controlled Drug’.

The system has been designed to ensure that if a patient adds a Medication to their dashboard that this is
flagged as Non Verified until such time that you or another HCP actively verifies it. To verify a Medication on
the patient’s dashboard click View Details and check the Verify Medication and Dose box.

If a Medication is not linked a Diagnosis a red icon will appear. If you hover over this icion a message is
disaplyed stating ‘Link with diagnosis is missing’.

Medications that are controlled drugs have an icon next to the name of the medication. If you hover over this
icon it states ‘Controlled Drug’.

Allergies/Intolerances

To add an Allergy or Intolerance, click the (+) Add New in the Allergy/Intolerance box. This will open the Add

New Allergy/Intolerance window. At any point, you can view the descriptions and browse the useful links
attached to the fields by clicking on the (i) icon.
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e Select whether you wish to add an Allergy or an Intolerance by checking the appropriate box under
Choose Type.

e Start to type the name of the allergy in the Allergy field. As you type, the system will search the
database and provide a drop-down menu.
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e Select the correct Allergy and then choose the Type of Allergy.
e You can add your name if you diagnosed the patient with this allergy in the Diagnosed By section.
e Add the Date of the allergy diagnosis by selecting from the calendar.

e Confirm whether the Allergy causes anaphylaxis.

A MNew Allergyfimtalerance @
Chowe Type @ @ wiegy | Gsclerancs
Ailergy®

S Alergy to coshew i

T1 st b 125

Doai I allergy caum iraphytasisT @ ves O Ne

tatr @

e Inthe Notes field, provide a basic description of the Allergy and any relevant information.
e Therecord can be marked as inactive, this will hide it from the patient’s medical history.

e Click Save.

Failure to complete the fields marked with an asterisk (*) will result in an error message being displayed and
you will not be able to progress

You will now see the record in the Allergy/Intolerance section of the Patient’s Dashboard. If you wish to look
at the record, click on View Details.
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In this example, as the allergy has caused life-threatening anaphylaxis, it has been added to the Patient’s
Medical History on the left-hand side of their Dashboard.

Type Annphylaxis DOate LY Added By Actinns

e Youcannow add an Intolerance (if any) by following the same steps as above.

At any time, you can mark an Allergy/Intolerance as Inactive for example if it is no longer relevantto a
patient’s care. This will hide it from the patient’s medical history but can still be seen when you click the
Inactive Records icon at the top left corner of the screen. Inactive Records will appear greyed out. When you
mark an Allergy/Intolerance as inactive, you will be prompted to add a note about why you are marking it
inactive. If an Allergy/Intolerance has been inactivated in error, you will need re-enter as a new record as
inactivated records cannot be re-instated.

Allergies/Intolerance can be filtered either in date order or alphabetically using the arrows next to the Name
and Date titles. You can search the Allergies/Intolerances using the search field.

Vaccinations

To add a Vaccination, click the (+) Add New sign in the Vaccinations box. This will open the Add New
Vaccination window. At any point, you can view the descriptions and browse the useful links attached to the

fields by clicking on the (i) icon.

e Start to type the name of the Vaccination in the Vaccination field. As you type, the system will search
the database and provide a drop-down menu.

e Select the correct Vaccination and Date or approximate date of vaccination. In the Notes field, provide
any other relevant information relating to the vaccination.

e You can add any relevant notes attached to the Vaccination.
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Add New Vaccihation B

e Therecord can be marked as inactive, this will hide it from the patient’s medical history.

e (Click Save.

Failure to complete the fields marked with an asterisk (*) will result in an error message being displayed and
you will not be able to progress.

You will now see the Vaccination in the Vaccinations section of the patient’s Dashboard. If you wish to look
at the record, click on View Details.
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At any time, you can mark a Vaccination as Inactive for example if it is no longer relevant to a patient’s care.
This will hide it from the patient’s medical history but can still be seen when you click the Inactive Records
icon at the top left corner of the screen. Inactive Records will appear greyed out. When you mark a
Vaccination inactive, you will be prompted to add a note about why you are marking it inactive. If a
Vaccination has been inactivated in error, you will need re-enter as a new record as inactivated records cannot

be re-instated.
To add more Vaccinations, click on the Add New button in the Vaccinations box and repeat the steps above.

The Vaccinations can be filtered either in date order or alphabetically using the Name and Date titles.

You can search vaccinations using the Search field, you can search by vaccine.
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Supplements

To add a Supplement such as a vitamin, nutrient drink or herbal medicine, click the (+) Add New sign in the
Supplements box. This will open the Add a New Supplement window. At any point, you can view the
descriptions and browse the useful links attached to the fields by clicking on the (i) icon.

e Type the name of the Supplement into the Supplement field and add any relevant information into the
Notes field.
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e Click Save.

Failure to complete the fields marked with an asterisk (*) will result in an error message being displayed and
you will not be able to progress

You will now see the Supplement in the Supplements section of the patient’s Dashboard. If you wish to look
at the record, click on View Details.
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At any time, you can mark a Vaccination as Inactive for example if it is no longer relevant to a patient’s care.
This will hide it from the patient’s medical history but can still be seen when you click the Inactive Records
icon at the top left corner of the screen. Inactive Records will appear greyed out. When you mark a
Vaccination inactive, you will be prompted to add a note about why you are marking it inactive. If a
Vaccination has been inactivated in error, you will need re-enter as a new record as inactivated records cannot
be re-instated.

To add more Supplements, repeat the steps above.
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Supplements can be filtered either in date order or alphabetically using the arrows that can be found next to
Name and Date titles. You can search Supplements using the Search field.
Inactive Records

At any time you can view Inactive Records by clicking on the Inactive Records button on the upper left side of
the patient’s Dashboard. These will appear in all relevant sections greyed out.

Clinical Documents
To add Clinical Reports, Referrals, Letters, Test Results, etc, click Clinical Documents box. This will open

the Clinical Documents window. You can view a short description and explanation of each section by clicking
on the (i) icon. You can also view the existing documents by clicking on Added by Patient or Added by HCP.

e Clickon (+) Add New.

e Click onthe arrow in the Type field to select the Clinical Document you want to add/attach. Asyou
type the system will search the database and provide a drop-down menu with options. Select the most
appropriate option. If you are unable to find a suitable type, check the Other box.

e Select the Specialty for the Clinical Document.
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Select Sub-specialty, if any.
Add your name as the Healthcare Professional.
Select the Date of the document being added.

Select the Diagnosis relevant to the document, if any from the drop-down menu.
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You now have the option to upload a file. Click on Choose and Upload File. This will take you to your
computer where you can select the file that you wish to upload.

Add in any Notes that you feel are relevant to the document you are uploading such as a summary or
description of the document being uploaded or an explanation of the test result being uploaded.
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e (Click Save

Failure to complete the fields marked with an asterisk (*) will result in an error message being displayed and
you will not be able to progress.

You will now see the record you have created in the Clinical Documents section of the Patient’s Dashboard.
All details relating to the record you have created are visible, including the title of the document attached, the
report/document date, your name (as the HCP), the clinical specialty, and the type of document.

You will be detailed as the person who added the document and the date you added it so that it is clear to the
Patient.

e |fyou wish to view the document, click on the underlined document to view on screen or the PDF icon
to download to your device.

e You can edit the viewing preferences by clicking on the Settings cog icon in view mode. You can also
magnify the text or search for keywords in this mode.

e You can also view and edit Medical Record Details by clicking on the arrow next to the record.

e You candelete the record by clicking on the Bin icon.
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At any time, you can mark a Clinical Document as Inactive for example if it is no longer relevant to a patient’s
care. This will hide it from the patient’s medical history but can still be seen when you click the Inactive
Records icon at the top right corner of the screen. Inactive Records will appear greyed out. When you mark a
Clinical Document inactive, you will be prompted to add a note about why you are marking it inactive.

To add further documentation (referrals, clinical letters, tests, results etc), repeat the steps above.

Investigations

Toview or add an Investigation, click View Investigations Requested by HCP.
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All Investigations that have been requested will be visible on screen. They can be filtered by Category and
Date. Investigations can be viewed on screen by clicking the PDF icon or downloaded to your device using the
Download icon. To view the Investigation Details click on the Actions arrow.
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Click on Add New Investigation.
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Click on the arrow under the Medical History field. You will find a drop-down menu with options.
Select the most appropriate option.

Select the Mobility level of the patient if appropriate.
Select the appropriate Surgical History (if any) from the drop-down menu.
Tick the boxes if the patient is Diabetic, Fasting or a Bleeding risk.

Select the category of Investigations from the Category menu. If you cannot find the Type of
investigation then check Other Types and fill it in manually.
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e You can choose the Status if the Investigation is Urgent or Routine.
e Write in the Reason for Investigation.
e Write in Additional Instructions.

e Click Save

Failure to complete the fields marked with an asterisk (*) will result in an error message being displayed and
you will not be able to progress.

You can now see your Investigation Request in the Investigations tab.
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e Click on the arrow to view the Investigation Details.

By clicking on the various icons, in the actions section, you can interact with your Investigations in the
following ways:

e View the PDF of the Investigation online by clicking on the PDF Acrobat reader icon. You can manage
viewing preferences by clicking on the settings cog and the magnify icon. You can also search for

keywords.
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e You can download the Investigation for your records by clicking on the download icon.

e You can clone the Investigation by clicking on the green clone icon. This will open a pop up for Add
New Investigation with all the fields populated with the same information as previously. You can edit
any information required and then click Save. An new Investigation will be created, you will need to

refresh your screen to view.
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To view or create a new prescription click on the Prescriptions box. All Prescriptions for that Patient will be

visible on screen.
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They can be filtered by Prescription, by Date Prescribed or you can search. Prescriptions can be
downloaded to your device using the Download icon or to view the Prescription Details click on the Actions

arrow.

Freguencies  Rowte  Diagnesis

To add a new Prescription click on (+) Add New Prescription. This will open the Add New

[ ]
Prescription window. At an point, you can view the descriptions and browse the useful links attached

to the fields by clicking on the (i) icon.
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Add a Title to the Prescription.

[ ]
There are then two options available to you. You can select an existing Medication from the Patient’s

[
Dashboard or add a New Medication.

Adding an Existing Medication to a Prescription
For an existing medication, you can select the medcation you are wanting to prescribe by choosing

[}
from the drop-down menu in the Select Existing Medication field.
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e Each medication selected will now be visible in the Select Existing Medication field along with their
status — Verified, Non-verified or Controlled Drug.
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e Apop-up for each medication will appear with the following fields: Medication Start Date, Duration,
Type, Repeat, Dose, Frequency and Route. These fields will be pre-populated with the information
that has been added to the Patient Dashboard. It is important to check that these details are correct
before proceeding.

e Click Next Complete the pop-up for all medications on the Prescription.

e If there are any specific prescription notes add these in the Prescription Comments field.

e Click Save

Depending on the content of the Prescription a statement will appear asking you to confirm the
Prescription ‘This prescription contains controlled and non-verified medications. Completion will mark

unverified medications/doses as verified on the patient dashboard’. In this example the Prescription
contains non-verified medication and a controlled drug.
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e C(ClickYes.

Failure to complete the fields marked with an asterisk (*) will result in an error message being displayed and
you will not be able to progress.

The is now visible on the Patient’s Dashboard.
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Adding a New Medication to a Prescription

e To add anew Medication to a Prescription in the Add New Prescription screen click on Add New
Medication.
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e Search for the Medication you wish to prescribe and select from the drop-down menu
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e Select the Medication Start Date using the calendar icon.

e Specify the Duration.

e Choose the Type using the drop-down menu.

e Selectthe Dose and Unit.

e Choose the Frequency of the medication from the drop-down menu.

e Select the Route of the medicaiton from the drop-down menu.
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As this is a new medication, there is an option to add it to the Patient’s Dashboard.
e Checkthe Add to Patient’s Dashboard box and any Prescription Comments.

e Ifthere is more than one new Medication click Next and repeat the above process. Otherwise click
Save.

Depending on the content of the Prescription a statement will appear asking you to confirm the Prescription
‘Completion of this prescription will mark any unverified medications and doses as verified on the patient’s
dashboard. Do you wish to proceed?. Inthis example the Prescription contains a new non-verified
medication.
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e ClickYes.
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Failure to complete the fields marked with an asterisk (*) will result in an error message being displayed and

you will not be able to progress

You can now view the prescription on the Patient’s Dashboard.
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You can view your letters and communication with your patient by clicking on the View HCP Correspondence

box.
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Downloading a Summary of a Patient’s Medical History

You can download a summary of a Patient’s Medical History, by clicking the Download Medical History
button when on their dashboard which can be found on the right-hand side of the Medical Dashboard under
the your name. The document opens in a separate window as a PDF which can then be printed or saved on your
computer.

The summary includes the following details for the patient:

1. Personal and Biometric Information.
2. Diagnoses.

3. Medications.

4, Allergies.

5. Vaccinations.

6. Supplements.

Date Of Birth: 04 Jun, 17553 complete Address/Post Code: Thiid Floo: Flal. 68 Harley

Blood Group: O ARG posve (04 Weight: 1184 kgs on 25 Nov, 2025

BMI ©

Measles

Measles

Clinical Notes

When in a Patient’s Dashboard you can create a Clinical Note. This is can be populated at any time but is
particularly useful during a consultation for example.
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Complete the Title and Speciality fields.

Select who you would like to be able to view the Clinical Note. The options are:
o Onlyme

Patient

HCPs connected with the patient

All

@]
@]
@]
o Custom - Specific HCPs
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e Typeyourtextinthe free text field.
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e The Clinical Note can be Signed, Saved as a Draft or Cancelled. Click the most appropriate option.

e Click onthe expand icon to view a list of all Clinical Notes.
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e ClickonaClinical Note to view it.
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You can view and organise any clinical notes by clicking under the Clinical Notes field on the bottom left
corner of the page. You can organise these notes alphabetically or by date added by clicking on the icons.
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Useful Links

Evitas has provided some resources that might be useful to you. Access the Useful Links by clicking the top
icon or the sidebar. You will then notice a pop-up showing a list of useful sites. You can also review Evitas’s
Privacy Policies and Terms of Use by clicking on the provided links.

Usefid Links.
T
9 Harona| secitute of s ath and Saee Cecndloncn
&7 Mg Clrvie CHRRerE el ¢ i
955 et e fe

N bt 42

o9 Euna Finger

EVITAS Legal Policles and Terms
© Brancy Folicy

® Consue Py

Pya—

Profile Settings

You can change your profile settings by clicking on the people’s icon on the top left hand side with your name
on it. Clicking it will show a drop-down menu that you can select from.

[} Preseription Awquests Logoat
8 View/Rdit Avsitabie Appointments >
L Notifcations >

e Click on My Profile. You can now edit your profile information if needed.

e Click on Settings. You can now edit your notification settings for all facets of your profile.
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e Byclicking on Change Password, you can create a new password.

Finally, You can also log out from your profile by clicking on the logout option in the menu bar.
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