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Docman 7 Config Guide: Setting up ‘NACS’ codes 
The ‘NACS’ code, known as the ‘National Administrative Codes Service’ is required to run patient transfer utilities such as GP2GP and EDT. The NACS code is simply the ‘National Practice Code’ every practice in the UK has to identify them as a GP practice. 
In Docman the ‘National Practice Code’ needs to be in place so when GP2GP transfers take place the Docman patient correspondence gets sent off with the Electronic record being transferred, as is required. Also if the practice has EDT enabled the ‘EDT Collection Server’ needs to identify each individual practice, using the NACS code to transfer clinical patient correspondence.
To add the NACS/ National Practice Code within Domcan 7 please follow the instructions below:

1. Log into the Docman Client as shown below with an account that has admin rights, usually simple named ‘Admin’ so you can access the administrative system.
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2. Once logged in to the Docman 7 Client you must navigate to the option on the left hand side labelled ‘Administer system’ as highlighted in orange below.
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3. Once you have selected the ‘Administer System’ option as shown above, you will need to log in as the ‘Admin’ user for Docman 7 to be able to access the admin module of Docman 7. 
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4. Now we have accessed the admin module, we need to now navigate to the module heading named ‘Site and Engineering’ and select. This is located on the lower left hand side of the Docman Admin module, as highlighted below.
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5. In site and engineering you will be given further options. You must select Site details. This gives the description of the practice, the PCTI Pin and also the support details, as shown below. 
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It is here where the NACS codes need to be placed. For illustrative purposes it has been given the figures ‘12345’ in the above image.
Once you place YOUR practices National Practice Code here you must select Save F12 to apply this change. Please ensure at this point that your national practice code has been verified as correct. Check with practice management if unsure at any time.
You have now successfully enabled your Docman system to allow document transfers for GP2GP transfers and the PCTI Docman 7 EDT functionality.
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