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MHOL Registration

What 6s New

DLM 380 (01/12/11)

Registration (Practice)

Vision Registration

Changes

Registration - Online Service i The Online Services tab has been
updated; there is an Add button for email addresses and mobile
numbers. S e eCrdating a My Health Online Accounto on plage

NOTE i Mobile numbers may be recorded, but will not be used for
SMS messaging. This function is not currently available in Wales.

Registration Letter Update i The registration letter has been
updated to include the patients address and the Registration Token
expiry date ( CrkatisgeatMy.Hea$le @nlifie Accountd o n
page 4

Warning if patient is less than 16 years old i When registering
a patient, on clicking the Create Online Account button a message
is displayed if the patient is under 16 years of age. See Creating a
My Health Online Account on page 4.

Registration (Patient)

Creating an Online Account Changes

Registration Letter Expiration i Your GP practice can determine
how long your registration letter is valid for, the expiry date (if set)
is displayed on your registration letter. Once the letter has expired
you are prevented from registering and will need to contact the

practicefora new | et tGmlne RYesteatiind on page

Account Activation i When sent an activation token, there is now
a time period for activation. If you do not activate your account
before it expires you will need to get a new registration letter and
re-r e gi st erActiv8ieeYoiir My Health Online Accountd o n
page 18.
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Sign In Changes

e Forgotten Username i There is a link on the login screen to
request a username r emi nbBoegotteanf required. Sece
Usernamed on pRAge

¢ Forgotten Password i There is a link on the login screen to
request a usernamereminder i f r e q uFRomgeticen PaSseverdof
on 23.

My Profile Changes

¢ Email Address i You can now change your email address. See
fiChange Emailo on page 25.

e Passwordi You can change your Clppagesword. See i
Passwordo on page 26.

e Security Questioni When logging in, if no security question exists
you are prompted to create a security question. You will then be
prompted for your security question details when changing your
profile settings. See fiChange Security Questiono on page 27.

Other Changes

¢ Browser Requirements/Unsupported Browser i If the browser
used is not supported an info bar is displayed at the top of the
we b page. RBeietesi on page 16.

e Original MHOL Online Appointment documentation re-organised
into separate modular user guides:

¢ MHOL Configuration User Guide i This is for practices to
enable and setup VOS and configure services eg Online
Appointments.

¢ MHOL Registration i This user guide explains how to
register a patient for VOS and manage the registration, and
also details how a patient creates and activates a MHOL user
account.

¢ MHOL Using Online Appointment (Practice) i This user
guide explains how to configure Vision Appointments for use
online. It also shows how Online Appointments is used to
book or cancel appointments.
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Registration (Practice)

Once Vision Online Services has been enabled in Vision Control Panel, a new Online
Services screen becomes available in Registration. This enables you to create a My
Health Online (MHOL) account for the patient, which will record the status of their
account. This account can be disabled by the practice if misused by the patient.

The practice staff member registering the patient must confirm the identity of the
patient, for example from photo identification. This should then be recorded in
Consultation Manager. See fAdd Patient Verification Detailso for further details.

The Registration process requires the use of an email address for the patient. If the
patient does not have an email address, they cannot register for Online Services.

Training Tip: Emai | addresses can be added to a pati
screen as a Communication entry; add the email address as you would

add a telephone number for the patient, select email from the drop

down list. See fAdding Communication Detailso on PBage

Once the registration is complete, you must print off the Registration letter and give
it to the patient. They must then go the My Health Online website to complete their
registration.

The letter contains the following details:
e Practice ID

e Patient ID (NHS number in England and Wales, CHI number in
Scotland and H+C number for Ireland)

o Registration Token

NOTE i Accounts can only be created for patients with a new style
NHS number.

Add Patient Verification Details

In Consultation Manager, select the patient.

Start a consultation, then type #91B in the Read Term i Add window.
Press enter, 91B.00 Patient data verified is displayed, click OK.

Type the type of identification in the Comment window, eg Passport.

ua b W N =

Click OK to save and close.

Vision 3 MHOL Registration 3



Creating a My Health Online Account

NOTE i If the patient has already created an Online Account for Online
Appointments purposes, they will not have to register again to use
Online Repeats. If you do not wish patients to be automatically
registered for additional modules contact INPS Sales or your account
manager. See Disabling the MHOL User Account on page 10.

1. Go to Vision i Registration, select the patient and click on the Online
Services tab.

Bl Registration Details &|

[ Incomplete Details I Incomplete Realinks

F'ersgnal] Addregs l Registiation l Motes l Other I Idz ‘

Family] FP&S] LCongent l

Account Status
Caonfirmation Email Address:

| | [ o

Caonfirmation S5 Mumber:

|ND Selection ﬂ Ldd

' ' i~ ' Create Online Account ‘

Global | Appointments | Prescriptions

[~ Disable

] 4 | Cancel ‘ Contacts ‘ Help ‘

Registration 17 Online Services

2. Select or add a confirmation email address. To add a new emails address click
L Add

the Add il button, type the patient& email address in the Contact box,
then click OK to save and close. This email address will be used to send
confirmation and reminder messages to the patient. See fAdding
Communication Detailso on page 37.

Communication - Add &l

Contact
| |

Type of Contact ;

|Email |
o
Yalid Period
Frarm Liratil : Cancel
| | Help
Communication Add i Email Address
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IMPORTANT i The SMS messaging facility is not currently available in
Wales.

3. Click the Create Online Account button; this will generate a 10 character
Registration Token and launch Microsoft Word with a letter containing the
pat i e@nlihesRegistration Details:

e Waebsite Address
e Practice ID
e Patient ID (NHS number)

¢ Registration Token - Including the expiry date set by the
practice; s evlOliConfiguration User Guided6 f or further det

NOTE i The registration letter has been updated to include the
patient& address and the expiration date of the Registration Token (if
set).

4. 1 f the patient is under 16 Thispatienti syrmerl6éar e pr ol
Online services should only be made available to patients aged 16 or over. Do
you want t o C€lickhNao to anel ?2hie registration process, or Yes to
continue.

Registration Details B
\p This patient is under 16.
-

orline services should only be made available to patients aged 16 or over.

Do wou wank bo conkinue?

Yes

Registration Details 1 Patient under 16y

Vision 3 MHOL Registration 5



Fy lechyd Arein

My Health Online

05 October 2011
The INPS Practice
M Matthaw M A
183 Priveti Boad
Lzads

ZI99ZZ

My Health Online
Registration Details

Dear Mr Matthew M A

This letteris confirmation that you have been registered to use My Health Online.
Youwill require the following details to register online

Website: http: / fwwww.miyhealthonline-inps.wale s.nhs..uk
Practice ID: G12345
Patient ID: 4336381482

Registration Token: | BBSDCBL9FA (Expires on 38/18/2811)

Gotothe website, type warv.myhealthonline-inps.wales.nhs.ukthen clickthe My
Accounttab and follow the instructions for registering a new account,

Fy lechyd Ar-lein

My Health Online

Youwill need to create a username and password, and then activate your account.
Following this process, youwill be able to lagin and use My Health Online.

Yours Sincerely,

The INPS Practice

Registration Confirmation Letter - English
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Fy lechyd Ar-lein

My Health Online

05 October2011
TheINPS Practice

M Matthew M A

185 Privatt Boad

Lzzd:

Z999ZZ
Manylion cofrestru
Fy Iechyd Ar-lein

Annweyl Mr Matthew M A

Mae'r llythyr hwn yn cadarnhau eich bod wedi'ch cofrestru i ddefrnyddio Py lechyd.
Bydd angeny manylion canlynal arnoch i gofrestru ar-lein

Gwefan: http: / S wowrwe fyiechydarlein-inp s.oymru. nh s, uk
Rhif adnabod y G12345

feddygfa:

Rhif adnabod claf: 4P363814582

Tocyn Cofrestru: BESDCBA9FA (Dod i ben ar 38/18/20811)

Ewchi'rwefan, teipiwch www. frischydarlein-inps.cymru.nhs.uk acyna cliciwch ary tab
Fy Mahyfrif a dilynwech v ovfarayddiadaui gofrestru ovfrif newsydd.

Fy lechyd Ar-lein
My Health Online

Bydd angenichigreu enw defnyddiwr a chyfrinairacyna cychwyn sich oyfrif, Dray
ddilyny broses hon, byddwech yn gallu mewngefnodi a defnyddic Fylechyd 2r-lgin.

'n gywir,

The INPS Practice

Registration Confirmation Letter - Welsh

5. Check the letter, there should be two pages; the first in English the second in
Welsh. Check language preference with the patient and print out the relevant
page and hand it to the patient.

6. The Online Services tab will then show that the account has been Created.
Click OK to close.

Note: The Registration Letter can be edited to add additional practice
details. Go to P:\Wordproc\Template\MHOLRegdetails.doc.
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Il Registration Details

[ Incomplete Details [ Incomplete Reglinks

F'ersgnal] .-'fuddregs] Registration Nu:utesl I:Ithgrl Iglsl
Famil_lg] FFEEI] LCongent

Account Status
Confirmation Email Address:

| ann.jones@hotmail. com ﬂ Add
Confirmation S5 Mumber:
| 077773088080 ﬂ Add

~ ~ - i Create Online Account |

Account Created

Registration Status

There are four online account statuso:

Online Account 1 Created

When the patient has supplied their email address, the Online Account is then
created in Vision Registration and a Registration Confirmation Letter generated and
given to the patient. Their status will be shown as Created.

Online Account 1 Registered

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 shown as Registered.

Online Account 1 Active

When the patient has activated the Online Account by following the link in the
confirmation email, the account status will be shown as Active.

Online Account - Locked

If the patient enters the incorrect password 5 times at one attempt, the Online
Account will be locked. To unlock the Online Account, click on Active. This will
unlock the account and allow access Online to the patient.
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Il Registration Details E

[ Incomplete Details
F'ersgnall Addregsl Hegistratinn, ﬂntesl Elthgrl Iglsl

Famil_lgl Congent  Onling Services

—Account Statuz
Confirmation Email Address:

C.ath. abbothiz Lk Add

Confirmation SMS Mumber:

|No Selection =] add |

) Created ) Fegistersd i Active IW Lockedl Create Orline Accaunt |

Global | Appointrments I Prescriptions I

Feazon:

[—
< o

[T Disable

0k I Cancel Caontacts Help |

Account Locked

Vision 3 MHOL Registration



Disabling the MHOL User Account

The patientds Online Services Account can be

the practice for example:

Patient chooses to Opt Out of the service.

The Service is being abused by Patient, so the practice disables the
account.

Patient has died or moved away.

The patient chooses to opt out of one of the modules.

To Disable a User Account

1. Go to Vision i Registration, select the patient and click the Online
Services tab.

2. To

di sable the Patientds Online Account

Global i This disables all services available to the Account. The
patient is unable to login.

Appointments i This prohibits access to the Online Appointments
module only.

Prescriptions i This stops the patient ordering repeat prescriptions
online only.

3. Select the required tab and tick the Disable box, type a Reason in the
Reason Window (optional).

Il Registration Details g|
[ Incomplete Detailz [ Incomplete Reglinks

F'ersgnal] ﬁ-\ddregs] Registration ﬂotesl Dthgr] Iglsl
Famil_lgl FF'ES] LConzent

Account Statuz

= e |

=

=] _sdd |

(" 4 (" |

Global l.ﬁ.ppointments Prescriptions

lw Disable [Patient Dpted aut

Reason:

oK | Cancel | Contacts | Help |

Account Disabled

4. The patient will not be able to use the Online Services you have disabled.

10
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5. Click OK, to save and close. If the patient attempts to login they will receive a

message confirming their Account is Locked.

6. The Account can be Reactivated by clicking to remove the Disable tick. The
patient can now login without having to re-register.

Patient Reached DNA Limit - Account Disabled

If you have set the patients account to be disabled on reaching a specified number of
Did Not Attend (DNA) appointments, the patient is prompted when signing in online:

User account has been disabled. Please contact your Practice.

Fy lechyd Ar-lein
My Health Online

You are here:

Login or Register

Do you have an existing account for online services with your GP Practice?

Yes, login:

o""\

N/ DS

Map | Help)
Gwasanaeth
Gwybodeg

Informatics
Services

CYMRU

My Account FAQs

Access to this system is permitted to authorised users ONLY, Unauthorised attempts are considered a criminal offence and could be prosecuted.

User account has been disabled. Please contact your Practice.

practice 10: | ez
usemame: [ ] et ueemamer
password: [ ] e g

_Loan |

For help signing in, dick here.

When you have finished your anline session, you should either close the browser ar logout.

No, I do not have an account for online services with my GP Practice:

Sign In Screen i

Account Disabled

The Global Disable settings are changed automatically and the number and date

range of the DNAOGM

Bl Registration Details
[ Incomplete Details [ Incomplete Reglinks

F'ersgnall Address ] Registration ] HNotes ] Other l Ids l
Famil_lg] FF'ES] Consent  Orline Sepvices l

Account Status

appointments is

2 R

v i & &

||

Glabal Appointments] Prescriptions]

Rieason:

v Disable

The patient has had 2 DMAs between 13/10/2010 and 13/10/2011

di spl ayed.
()

Cancel Contacts

Help

Global Disable 1

DNA Limit Reached

Vision 3 MHOL Registration
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Searching for Patientsd with a MHOL

You can create an ad-hoc search to identify patients with a MHOL account. You can
al so specify the following registration statusb©d:

A search can include one or all of the following statuses:

e Active i Patients who are registered and have active Online
Accounts.

e Created i Patients have supplied their email address to the
practice, the Online Account has been created and registration
letter given to patient.

e Locked i Online patients who have locked their accounts, entering
the wrong password too many times.

e Registered i Patients who have registered for Online Services at
the practice and have created an Online Account, but not activated
the account yet.

Create an Ad -Hoc Search for Patients with a MHOL Account

1. Login to Vision; go to Reporting i Search and Reports.

2. Click the New Ad-Hoc Search f icon, the ad-hoc search window will open.

& SEARCH: New Search CBEX
Fil= Edit Maintenance Help

Search Input Report Output|standard Repart |
Group [nput: Select Group Output:

I |

Search Details Selections | Add Ertity | Report Details Add Entity

eport Details |
Patient Dietails [All)

Do pou wish to include patients if a
match iz found on any entity, or only if
matches are found on all selected i

entities. Close | Help | Eaueles |

Bun | Mews | |

Ad Hoc Search

3. Click Add Entity, open the Miscellaneous Searchable Entities folder and
select VOS Users, click OK.
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G &dditional Patient D ata

B Conzultation

(B Froblems Cancel
Therapy

Imrmunisations Help

Recallz and Reviews
Referral: and Requests
G Al other Clinical Data
Test Data
loz Data

hiable Entities

— [lame

B 05 Users

Select Entity 1 VOS Users

4. To select the criteria for your search, highlight the VOS Users entity and click

Selections.

& SEARCH: New Search

File Edit Mainkenance Help

- B

Search Input

Group [nput;

Report Output|view
Select ErouE’Dutput: 5

=]

Search Details

I Selections I Add Entity | Report Details

Add Entity

Search Details
g Patient Details

eport Details

Patient Details [All)
WS Users [All)

Ac-Hoc Search - Selections

5. This opens the Criteria Select window. Select your criteria using the
following options:

e Inactivei Select Inactive = Yes to find patients whose MHOL
account has been disabled.

¢ Input Operator i A particular user(s), can be selected.

¢ MHOL Registration Status i Select from Active, Created, Locked,
Regi st er e Registr&iereStatuso for further details.)

Vision 3 MHOL Registration

13



Bl Criteria Select

Full TReviEE ]

[Frns et

Input Operator

(1] Cancel | Help |
YOS Uzers
Y05 Users W05 Fegistration Status
Inactive

Y05 Regstration Status

f* Equalz  MotEquals

Active
Created
Locked
Reaizstered

Add Mew |

Delete

Criteria Select

6. Click Run, the search results will be displayed.

Print a Standard Report

7. Select Standard Report from the Report Output drop-down list.
@ SEARCH: New Search

File Edit Maintenance Help
Search Input Report Output
Group Input: Select Group Output:
| | Count
Summary Report L
Search Details Selections | £,dd Ertity | Report Details
Bgesaer Repar
- = Ewxport Data [[DBF File)
Search Det.alls _ epork Detglls _ Ewport Data [T ab Separated]
Patient Detailsz Patient Cetails [AI]
YOS Users |

YOS Users (all)

Report Output

8. Click Run to create the report, or if the search has previously been run, select
Filei Report on Last Search which uses the previous run to produce the

report.

Vision 3



LCloze

| Zoom Qut |

Patient Details and VOS Users

VOS status is
displayed.

Yes = Inactive
No = Active

Mus Catherine Abbott 19101923  Female 446957 3078 Permonent

VOS Users
ractive: Yes Registered cath abbotiEzmail couk Patient recuested Aceount be disabled

Mrs Gillian Daley 170119260  Femak 570 684 8149 Permanent
VOS5 Users

g daley@hotail com

Inactive: Mo Registered
Ty i

f account is disabled, the
disabled reason, if recorded
is shown here.

Patients registered status is
displayed.
The report also shows their

email address.

9. To print, clicKk PFIRt.

Vision 3 MHOL Registration 15



Registration (Patient)

This section of the user guide explains the Registration process undertaken by the
patient to create an Online User Account, how to maintain it and how to sign in and
out. Their process starts with the registration letter which is generated at the practice
when registering the patient in Vision Registration. See Creating a My Health Online
Account on page 4.

The | etter confirms the patientdés registration detail
the Registration and Activation process. Once the patient has created and activated
their online account, they can log in and use the Online Modules available at your

practice.

Requisites

Internet Browsers
The Following browsers can be used to access MHOL.:
e Microsoft Internet Explorer 6 or higher
e Firefox 3.x or higher
e Safari 2.x or higher
e Chrome 5.x or higher

Mobile Operating/Software Systems

MHOL can also be accessed from a mobile phone (smartphone), your phone can be
used if it has one of the following mobile operating/software systems:

e iPhone
e Android
e Blackberry (0S6)

16 Vision 3



Creating a My Health Online Account and Password

The following process is undertaken by the patient to create an Online User Account.

Online Registration
1. In your internet browser, go to one of the following websites:

e http://www.myhealthonline-inps.wales.nhs.uk

e http://www.fyiechydarlein-inps.cymru.nhs.uk

The web address is included in the letter from your GP practice.

2. From the My Health Online front screen, click Cymraeg or

English “rto display the website in your preferred language.

3. Click the My Account My dccount tab.

4. To register click the Register @ button at the bottom of the login
page.

Cymreag | Skip Navigation | Terms of Use | Privacy Policy | Site Map | Help)

Gwasanaeth

Fy lechyd Ar-lein ~ 1 | Gwyboge
Informatics

My Health Online Services

Home My Account FAQs

Register: Step 1 of 2

Please enter the details printed on the registration letter obtained from your GP Practice:

Practice ID: ‘ |M

Patient ID: | |

Registration Token: ‘ |

Username: ‘ |

Passwords must be a minimum length
of 6 characters with a combination of
|uppercase, lowercase and numbers

Password: ‘

Confirm Password: ‘

Reset form

1 agree to the Terms of Use and Privacy Policy O

| Regster |

For help registering, click here

Cancel

Registration Screen

5. With the registration letter from your GP practice to hand, enter the following
details:

e Type the practice ID (this is a 6 digit alphanumerical code).

e Type your Patient ID (this is your 10 digit NHS number with no
spaces).

Type the Registration Code in the Registration Token box (this
is a 10 digit alphanumerical code, used to activate your account).
This code is case sensitive so be careful to type it exactly as it
appears in the Registration Letter. Your Registration Token may
have an expiration date, if so this will be displayed on your
Registration Letter.

Vision 3 MHOL Registration 17


http://www.myhealthonline-inps.wales.nhs.uk/
http://www.fyiechydarlein-emis.cymru.nhs.uk/

10.
11.

If the date has expired you will not be able to register. Contact
your practice for a new Registration Letter.

Dear Mr Matthew M A

This letteris confirmation that you have been registerad to use My Health 2nline.
‘Youwill require the following details to register online

Website:
Practice ID:

Patient ID:

Registration Token:

hittp: / Swww.myhealthonline-inps.wales.nhs.uk

12345
4336381482
BEBSDCBA9FA (Expires on 38/18/2011)

Extract from Registration Letter

NOTE i Click Reset Form to clear all data you have added, you can

then re-enter the details.

Next you must create a username. If the username is already in use,

fiUsername is not availableo¢ is displayed when you complete the form. You
must create a new username to continue.

Then enter a Password. This must be at least 6 characters long and contain
a combination of upper and lower case letters and numbers. Passwords are

case sensitive.

HINT: Check your CAPS Lock setting when adding a password, as

passwords are case sensitive.

Retype the password in the Confirm Password box.

Read the Terms of Use and Privacy Policy, and tick the box to confirm
acceptance of these conditions

NOTE i If you do NOT wish to proceed with your registration, click

Cancel, at the bottom of the screen.

Click Register E to create your Online Account.

You have successfully registered with your GP practices to use My Health

Online. You will need to keep your username and password to hand.

Activating Your My Health Online Account

Following successful Registration, you will receive a confirmation email instructing
you that you need to activate your Account.

IMPORTANT i Your practice may have set a time limit for MHOL

account s t o

period expires, you will have to re-register. If your Registration Token
has also expired, you will have to contact your practice to obtain a new

Registration Letter.

b e

activat ed. rladcounptobefore bhis6t acti vat e

You can do this in two ways:

18
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e From the email, click the link, which will take you to the
Registration Confirmation screen.

By Health Ownling Confrmation - Metsage HTL -

Doy B & 2+ ¥

B
"f (A TE .11 Lo
Te Mushar Do
Suibyject Bty Health Online Confinmation
-
-

his email account is not monitored.

I wou reply 00 g @-midil, your reguast will not be Fesd oF BChoned,
in the case of Me threstening emergencies, please ring 999, In other cases please contact your surgery direct

You have successfuly regstered with My Ho;tm'm/[ Confirmation Code ]
Your confirmation code i

You must now Sonfrm the emal address asscnated with your tcount. You can do this by follcwng the bnk Below:

I AR T SR -, W S N U e B e on Tl a0 Yer go e o0 B G 12 SR ername = lohn DosfsonfrmatenT okens COEOUENT X I

Link to activate your
account

Confirmation Email

OR

e If you still have the My Health Online website open, enter the
Confirmation Code directly into the Confirmation Code box and
click the Activate button.

Cymraeg | Skip Navigation | Terms of Use | Privacy Policy | Help
Fy lechyd Ar-lein é%-} GIG gxy;”.h
My Health Online N7 NHS | otormatics

Home My Account FAQs

Register: Step 2 of 2

Enter Confirmation Code
A confirmation email has been sent to the email address you specified at the GP Practice.

You must copy the confirmation code to the box below to activate your account or navigate to the link in the email.

Confirmation Code:| 1744CF596F |

For help activating click here

Registration Confirmation Screen

Once you have acti vatRedistemaSuccessful goumaccouni has now
been activated. o is displ ayedPasSwardboyx andrlichbasswor d
Login. Your account is now active.

Vision 3 MHOL Registration 19



Cymraeq | Skip Navigation | Terms of Use | Priv B
- G th
Fy lechyd Ar-lein gg.\b QUG | Gaboses

\b'/ MNHS | Informatics

WALES | Services

Home My Account

My Health Online

Activation: Successful

Your account has been activated, Please enter your password to continue,

Password: | ‘

For help signing in, click here

Account Active T Confirmation

The first time you login you are prompted to set a Security Question. Select a
question from the drop-down list, the choices are:

e What is the name of your first school?

e What was your childhood nickname

e What is your motherds maiden name?
Type an answer in the Answer box and click Submit.
For further @dhlahgeiSéceritys@uestidnoon page 27.

If you are encountering difficulties with registering or activating your account, please
see fiTroubleshootingd f or further informati on.

20 Vision 3



Logging in to My Health Online

Once you have registered and activated your My Health Online account, you can start
to use the online modules available at your practice.

1. Go to www.myhealthonline-inps.wales.nhs.uk or www.fyiechydarlein-
inps.cymrg.nhs.uk, select your preferred language then click on the My

t My Account tab.

Accoun

2. Enter your Practice ID this can be found on your letter from the practice, or
use the search facility (see Practice ID i Search facility on page 33 for further
details).

3. Enter your Username. If you have forgotten your username there is a link,
which when used will send a username reminder to your email account. See
fiForgotten Usernamed o n pR2a fprefurther details.

4. Enter your password, click on the Login button to access the My Account
screen. If you have forgotten your password, there is a link which when used
wi || send a password reminder faogotenur emai | a
Passwordd o n pRafprefurther details.

Map | Help|

Fy lechyd Ar-lein N GIG | Svtoses
S Informatics

</
My Health Online VALES | Services

FaQs

Login or Register

Do you have an existing account for online services with your GP Practica?

Yes, login:

Access to this system is permitted to authorised users ONLY, Unauthorised attempts are considered a criminal offence and could be prosecuted.

Practice 1D: M

For help signing in, click here

When you have finished your online session, you should either close the browser or logout.

No, I do not have an account for online services with my GP Practice:

Reaster |

Login Screen

5. If you entered the correct details, your My Health Online Account will open
and you can proceed to use the available modules.

NOTE i The first time you log in you are prompted to create a security
guest i onCharge Security Questiond o n R3 doe further
details.
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CYMRU
A NHS Informatics
My Health Online WALES | Services

Home My Account FAQs

Welcome Mr Daniel Jack!

Today is Thursday 22 of September 2011, you last logged in on Thursday 22 of September 2011 at 9:18 AM - if this is incorrect, please log
out immediately and contact vour GP Practice for advice.

Welcome to the Visionary Healthcare Practice
The Visionary Healthcare Practice has four full-time doctors: Dr Carol Saturn, Dr Fiona Venus, Dr Michael Neptune and Dr
Sarah Jupiter.

We have been a training practice since 1996 and we often have registrar doctors waorking at the practice. These are juniar
doctars whose previous experience has been largely confined to hospitals. They are attached to the practice for & months at
a bime.

My Account Screen

Forgotten Username

If you have forgotten your username, a link on the Login screen enables you to
request a reminder.

1. Go to www.myhealthonline-inps.wales.nhs.uk or www.fyiechydarlein-
inDs.cvmrg.nhs.uk, select your preferred language then click on the My

t My Accounq tab.

Accoun

2. From the Login screen, click the link FOrgotten username?

A Username Reminder window is displayed. You are prompted: Please enter
your Practice ID and email address and we will send you a reminder of your
username. If you are unsure of your Practice ID, pl ease use the Search button
to locate our practice by name.

Username Reminder

Please enter your Practice ID and email address and we will send you a reminder
of your username. If you are unsure of your Practice ID, please use the Search
button to locate your practice by name,

Practice ID: M
Email Address:

For help click here

Username Reminder

4. Enter your Practice ID, this is found on your registration letter or use the
sear ch f aciPracticyID 1 Seaech facilityd on Pa.ge

5. Enter your email address (this must be the address used for MHOL).
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6. Click Submit Submt.

7. The Identity Verification window opens; you are prompted to answer your
security question. Type the answer in the Answer box.

Identity Verification

Please answer the following guestion to verify your identity,

Security Question: What is your mother's
maiden name?

Answer: |

_Submit |

Faor help click here

Identity Verification

5. Click Submit Submit.

9. A Reminder Sent message is displayed, you are prompted: Your username
has been sent to you r registered email address. Please check your email and
follow the instructions in it.

Reminder Sent

our username has been sent to your
registered email address,

_Glose |

Reminder Sent Message

10. Click Close, you are returned to the Sign In screen ready to sign in when you
have received your reminder.

NOTE i If you have forgotten your security answer, contact your
practice for a new registration letter, you will need to re-register.

Forgotten Password

If you have forgotten your password, a link on the Sign In screen enables you to
request a reminder.

1. From the Sign In screen, click the link Foraotten passward?

2. A Password Reminder window is displayed. You are prompted: Please enter
your Practice ID, username and email address and we will reset your
password. If you are unsure of your Practice ID, please use the Search button

to locate our practice by name. If you are unsure of your username click here.
(Clicking If vou are unsure of vour username click here'opens the Username

Reminder window for you to request a username reminder)
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Password Reminder

Please enter yvour Practice ID, username and email address and we will reset vour
password. If vou are unsure of yvour Practice ID, please use the Search button to
locate vour practice by name. If vou are unsure of vour username click here.

Practice ID: | ‘ M

Username: | ‘

Email Address: | ‘

_Submit |

For help click here.

Password Reminder

3. Enter your Practice ID, this is found on your registration letter or use the
sear ch f aciPracticyID i Seaech facilityd on Page

4. Enter your Username, S e efForfgotten Usernamed on pRA.ge

Enter your email address (this must be the address used for MHOL).

Click Submit Submite]

The Identity Verification window opens; you are prompted to answer your
security question. Type the answer in the Answer box.

Identity Verification

Flease answer the following question to verify your identity,

Security Question: What is your mother's
maiden name?

ANsWer:

_Submit |

For help click here

Identity Verification

Click Submit Submite]

A Password Reset message is displayed, you are prompted: Your password
has been resetand an email containing your new password has been sent to

your registered email address . Please check your email and follow the
instruction in it.

Password Reset X

Your password has been reset and an email
containing a temporary password has been
sent to your registered email address.

_Glose |

10. Click Close, you are returned to the Sign In screen ready to sign in when you
have received your new password.
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11.Sign in using the temporary password contained in the email, you are
prompted to change password.

Your password has recently been reset. Please choose a new password. Use the form below to change your passwaord.

New Password:| Passwards must be a minimum length
| of 6 characters with a combination of
| uppercase, lowercase and numbers

_Change |

For help changing your password click here

Confirm Passwnrd:|

Change Password

12.Type a new password in the New Password box, then retype it in the
Confirm Password box.

13. Click Change@, you are now logged in to My Health Online.

NOTE i If you have forgotten your security answer, contact your
practice for a new registration letter, you will need to re-register.

My Profile

From the My Profile tab you can complete the following tasks:
e Change Email
e Change Password

e Change Security Question

Change Email

To change the email address used for confirmation messages and reminders:

1. Click on the tab My Profile at the top of the screen or select My Profile from
the menu on the left of the screen.

2. The Email Address box contains your current email address, type your new
address in the box and click Change.

Use the form below to change your email address.

Email Address: | pfagan@test.co.uk |

|_change |

For help changing your email click here

Change Email

3. The Enter current password window is displayed.
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Enter Current Password »

Please provide your current password in order to proceed with the
update,

Current Password:

| Cancel _Proceed

Enter Current Password

Type your current password in the Current Password box. Click Proceed to
continue or Cancel to close.

If you clicked Proceed, you are prompted: Your details have been updated
successfully. Click Close to finish.

Details updated

Your details have been updated successfully

_Close |

Details Updated

6. Your email address has now been updated at your GP practice and online.

Chang e Password

You can amend your password once logged in to My Health Online.

1. Click on the Tab My Account at the top of the screen, select My Profile

from the menu on the left of the screen.
2. Type a new password in the New Password box, retype in the Confirm
Password box, click Change E to finish.

Use the form below to change your passwaord.

Passwords must be a
|minimum length

of 6 characters with a
combination of

. uppercase, lowercase and
Confirm Passwurd:| |

numbers

For help changing your password click here

New Passwurd:|

Change Password

3. You are prompted to enter your current password, type your current password

in the Current Password box. Click Proceed to continue, or Cancel to
close.
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Enter Current Password b4

Flease provide your current password in order to proceed with the
Lpdate,

Current Password: | | |

| Cancel | | Proceed |

Enter Current Password

4. If you clicked Proceed, a confirmation message is displayed, you are
prompted: Your password has been changed successfully. Click Close to
finish.

Password changed

Your password has been changed

successiully,

Password Changed

Change Security Question

You are now required to create a security question answer. This answer will be
required to make changes to your personal details online.

1. Click on the Tab My Profile at the top of the screen or select My Profile from
the menu in the middle of the opening screen.

2. Select a question from the drop-down list, your choices are:
e What is the name of your first school?
e What was your childhood nickname?

A

e What is your motherds maiden name?

Use the form below to change your security question and answer, This will be used when we need to verify your identity if you forget your
username or passward.

Security Question: [What is wour mother's maiden name? v]

Answer: “ |

For help setting vour security guestion, dlick here

Change Security Question

3. Enter your answer in the Answer box.

4. Click Change W

You are prompted to enter your current password, type your current password
in the Current Password box. Click Proceed to continue, or Cancel to
close.
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Enter Current Password b4

Flease provide your current password in order to proceed with the
Lpdate,

Current Password: | | |

| Cancel | | Proceed |

Enter Current Password

6. If you clicked Proceed, a confirmation message is displayed, you are
prompted: Your security question has been updated successfully.

Security question updated

Your security question has been updated

successiully

Security Question Updated

7. Click Close to finish.

28

Vision 3



Navigating the Website

Cymreag | Skip Navigation | Terms of Use | Privacy Policy | Site Map | Help

Fy lechyd Ar-lein N\ QlG | Gbosea

z Informatics
My Health Online

Links to Change Language, waLES | Services
view onscreen help etc.

Click on Tabs to
access services

Welcome Mr Daniel Jack!

Today is Thursday 22 of September 2011, vou last logged in on Thursday 22 of September 2011 3t 9:18 AM
out immediately and contact yvour GP Practice for advice.

Welcome to the Visionarv Healthcare Practice
The Visionary Healthcare Practice has four full-time doctors: Dr Carol Saturn, Dr Fiona Venus, Dr Michasl Neptune and Dr
Sarah Jupiter.

We have been a training practice since 1996 and we often have registrar doctors waRking at the practice. These are junior
doctors whose previous experience has been largely confined to hospitals. They are aXached to the practice for & months at
a time.

T

Click to access Welcome Message
Services from practice

Welcome Screen
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External Links on Website

External links are available at the bottom of the Home page.

Cymraeg | Skip Navigation | Terms of Use | Privacy Policy | Site Map | Hell

Fy lechyd Ar-lein é&}, GIG | Grasenseth
\‘é’/ NHS Informatics

WALES | Services

My Health Online

y accour

You are here:

Welcome to My Health Online
Emergencies:

@ Please do not use My Health Online for contacting your GP in an emergency.
@ In the case of life threatening emergencies, please ring 999.
@ In other cases please call the surgery direct.

Your GP Practice provides this website in collaboration with NHS Wales.
Once you've created an account you will be able to use the features your GP practice has made available, which may include:

# Book and cancel appeintments
® Request repeat prescriptions
# Update personal information

Before being able to create an account you must first get a reaistration letter from your GP.

As part of the registration process you will be asked to prove your identity. This is one of the measures in place to protect the information that your GP holds about you. Full
details about the process are available from your GP practice.

Eor help signing in, click here.

Please read the terms of use and the information about vour privacy, which apply to this website.

iWelsh Government  NHS Direct Wales  Healthin Wales 1000 Lives Plus  Health Challenge Wales

-

fi/ [[EiDirect Wales ” L sty 4O Wer
e T ook B
Lpwodraeth iy
‘Welsh Govemment

Welcome Screen i Links

External Links Available on the Website:

e Welsh Government
http://wales.gov.uk/?skip=1&lang=en

e NHS Direct Wales
http://www.nhsdirect.wales.nhs.uk/Default.aspx?locale=en

e Health in Wales
http://www.wales.nhs.uk/eng

e 1000 Lives Plus
http://www.wales.nhs.uk/sites3/home.cfm?orgid=781

e Health Challenge Wales
http://wales.gov.uk/hcwsubsite/healthchallenge/?lang=en

Logout

When iou have finished using the My Health Online website Select Logout
from the menu on the left of the screen. You will be logged out of

the service.
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Troubleshooting

Please see below for troubleshooting tips.

Registration Failed

If registration fails, the error reason should be displayed at the top of the Login
Screen. Registration may fail one of the following reasons:

e Username is not available i Type in a new username and click
Register, if unique the username will be accepted.

o Password not of correct length or format i Type in a new
password, ensuring it is alphanumerical, upper and lower case and
at least 6 characters long.

e Registration details not found i Contact your GP practice, they
will re-register you and print a new Confirmation Letter containing
a new Registration Token

Account registered, but not activated

If you have registered your details and created a username and password, but not
activated your account, you will be unable to Login. You need to complete the
Activation process to use your Online Account, see fActivating Your My Health Online
Accounto on page 18. If your practice have set a time limit for activating user
accounts, your may be unable to continue to activate your account. Contact the
practice and request a new registration letter, you will need to re-register to access
My Health Online.

If you lose your Registration Confirmation Letter before Reg istering your
Online Account

Contact your GP practice and request that they re-create your My Health Online
Account. This will generate a new Registration Confirmation Letter with a new
Registration Token. Use this letter to complete the Registration and Activation
processes. See fiOnline Registrationo on page 17 and fiActivating Your My Health
Online Accounto on page 18

GP System Unavailable

On occasion, you may find that the Online Appointments website is not available. You

wi || see the foll owing message whe MyHealthOning t o acc
Encountered an Error. We are sorry for any inconvenience caus ed. If you have any
guestions, please contact your GP surgery 0.
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Error Message

Sorry - My Health Online Encountered An Error

My Health Online has encountered an error.

We are sorry for any inconvenience caused. If you have any questions, please contact your GP surgery

o

Website Unavailable 7 Error Message

If this problem continues, please contact your GP practice.

Practice Unavailable

If there is a problem with your registration, eg your email address is deleted, you will
be prompted fiThe Practice is currently unav ailable, please try again later. o0Try
logging in later to see if the problem has been resolved, if not contact your GP

Practice.

Fy lechyd Ar-lein
My Health Online

Home

You are here:

Login or Register

Do you have an existing account for online services with your GP Practice?

Yes, login:

Access to this system is permitted to authorised users OMNLY, Unauthorised attempts are considered a cniminal offence and could be prosecuted.

The practice is currently unavailable, please try again later. I

Practice I0: | | search
Username: [ l Fargettan ussrnama’?
Password: [ [ Fargotten password?

(Logn

For help signing in, dick hera,

When you have finished your online session, you should either close the browser or logout.

No, I do not have an account for online services with my GP Practicea:

__Regter |

Sign In T Failed Attempt

If you enter the wrong password, you will be unable to open My Health Online, and
you will see an error ménsaidaugemane/pasdwbré s ©r een
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Cymreag | Skip Navigation | Terms of Use | Privacy Policy | Help|

Fy lechyd Ar-lein Guasanacth

Informatics

My Health Online Services

Login or Register

Do you have an existing account for online services with your GP Practice?

Yes, login:

Invalid username/password.

Practice ID: |

Username: |

Password: |

ELLL

For help signing in, click here

when you have finished your online session, you should either close the browser or logout.

No, I do not have an account for online services with my GP Practice:

Regster

SignIn T Failed Attempt

1. Retype your username; retype your password ensuring you have the correct
one. Click Login to retry.

2. If successful, you will see the Opening Screen. If login fails again, check the
error message and retry the login process again.

3. If your number of login attempts has reached the maximum ie 5 attempts,
your Online Appointments account will be locked. Contact the practice to
request your account be unlocked.

4. If you have forgotten your username and/or password, you can use the links

on the Login page to r edgrorgaten Usermdmed e rs .
22 a n dFoigotten Passwordo o n pRa fprefurther details. Or contact your
GP practice to request your VOS account is re-created. A new Registration
Confirmation Letter will be given to you. You will need to register again.

HINT: If you know your username, you can re-use it when re-
registering, you then only need to create a new password.

Practice ID i Search facility

pEEe

If you cannot remember the Practice ID, there is a search facility to assist you to find

your practice.
1. Click the Search icon

Vision 3 MHOL Registration
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Practice ID: | | M
Username: | | Forgotten username?
Password: | | Forgotten password?

_Loamn |

For help signing in, click here

2. You will be presented with two drop down lists:

e Location i Select a location, this then filters the Practice list to
Surgeries within that area. The default is All areas.

e Practice i This is an alphabetical list of practices, select your
practice from the list or filter the list using Location.

Once you have made a selection, click Select.

Locatian: Practice:

| All V| | Sample Practice (G) |+ |

Search for Practice ID

3. Your Practice ID is added to the Login screen.

4. Now add your username and password and click Login to access Online
Appointments.

Help Logging In

If you experience problems when trying to login; click on the link to open the Help
Signing in screen.

Practice ID: | ‘ M

Username: | ‘ Forgotten username?
Password: | ‘ Forgotten password?
IF:::r help signing in, click here I
Link to Help

This opens a window, click More details to access the onscreen help. If you are
unable to resolve the problem contact your GP practice.
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All of the sign-in information is c&sE sEnSiTiVe, So it may be that your CAPS
LOCE key is set incorrectly,

If you still can't sign-in we may be experiencing technical problems so
please try again later, If you've done this and still cannot sign-in contact us
at the practice and we will investigate further,

More details...

|

Sign In Help

Unexpected Errors

If the webpage encounters and unexpected error you are prompt e d Sornfi i My
Health Online encountered an error. Please logout and try again later. We are sorry
for any inconvenience caused. If you have any questions, please contact your GP
surgery.o

Error Message

Sorry - My Health Online Encountered An Error

My Health COnline has encountered an error.
Please logout and try again later.

We are sorry for any inconvenience caused. If you have any guestions, please contact your GP surgery

Back

Error Message

Click the Back button to return to the last page you visited before the error occurred,
or click Logout to close.

System Logout

If you are logged in to My Health Online and there is a period of 10 minutes of
inactivity, you account will be automatically closed. Login in to return to the website
and use the available services.

Terms Of Use and Privacy Policy

If you wish to access the Terms of Use or Privacy Policy, there is a prompt at the
bottom of the Home Screen and links at the top of the webpage where you can
access these documents.
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Cymraeg | Skip Navigation Terms of Use | Privacy Policy | Site Map | Hel
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You are here:

Welcome to My Health Online

Emergencies:

# Please do not use My Health Online for contacting your GP in an emergency.
# In the case of life threatening emergencies, please ring 999.
# In other cases please call the surgery direct.

Your GP Practice provides this website in collaboration with NHS Wales.
Once you've created an account you will be able to use the features your GP practice has made available, which may include:

# Book and cancel appointments
# Request repeat prescriptions
# Update personal information

Before being able to create an account you must first get a reaistration letter from your GP.

As part of the registration process you will be asked to prove your identity. This is one of the measures in place to protect the information that your GP holds about you. Full
details about the process are available from your GP practice.

For help signing in. click here.

I Please read the terms of use and the information about your privacy, which apply to this webslte.l

iWelsh Governmenf  NHS Direct Wales  Health in Wales 1000 Lives Plus ~ Health Challenge Wales

ZHE [ZEiDirect Woles : .
:ﬁ«—% GanwEEOmn P 1000325550
L’r;ma:w Cymru.

Links to Documents
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Appendix

Adding Communication Details

1. Go to Vision - Registration; select a patient, click on the Address tab.

Il Registration Details

I Incomplete Details I Incomplete Feglinks

Famil_lgl FPE3 Qunsenll Online Se[vicesl
Perzanal Flegistrationl ﬂotesl Dthgrl Igsl

Surname: Birth 5 urname:

|TAEE |

Forenamel: Previous Surmname:
|PATRICIA |

Forename?: — Main Address Details:
|LEIGH e

Other Forenames:

Date of Bith:  Title:

|22/081871  |MRS -]
Sex: b arital status:

IFemaIe ;I IUnknown ;I
MHS Mo Old Farmat MHS Mo
|544 372 8131 |

CHI Number:

sad | Ede | Do | audr |

Ok I Cancel | Contacts | Help I

Patient Registration Screen

2. Click the Add button to add a contact for the patient.

NOTE 7 Contact details can be added to the main address or as a
contact for the patient.

Il Registration Details

I Incomplete Details I Incomplete Reglinks
Family| FPES Qonsentl Online Services |
Personal Hegistrationl MNotes I Other I Igsl
— Addresses: — Contacts for patient:

Edit | Deletel Budt | Add Edi | Deletel i |

Ok | Cancel | Contacts | Help |

Registration - Address

Vision 3 MHOL Registration



3. Type the contact details in the Contact window, eg email address or mobile

phone number. Select the type of contact from the Type of Contact Number
drop down list, eg Email or Mobile phone.

Communication Numbers - Add k fz|

Contact Nurnber :

Tupe of Cantact Muriber :

| =

Telephone - home ~ Ok,

e a ok |

Telephone - business

Mabile phone i | m

Pager

Help
[[Emai [
- v
Communication Numbers - Add

4. Click OK to save and close, click OK to close the patient Registration screen.

NOTE i If, following MHOL Registration, the email address is removed;
the patient will be unable to login.
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