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Windows Log on

When you sit down at your PC you should be faced with the following message.

To log onto the PC press Ctrl-Alt-Delete

You then need to input your username and password, the username is usually
fisrtname.surname and your password defaults to Password1 – you will be
prompted to change this to a more personal password the first time you log on.
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Telephone Use

Logging in

Lift the handset.

Press the green headset button and ensure the button is lit.

Press the green login button (right hand side of the phone)

Enter your personal telephone pin followed by the hash key (#) and
replace the handset.
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Making a call

Press the extension button.

Dial 9 for an outside line followed by the telephone number.

Hold and Secrecy

To put a patient on hold press the ‘hold’ button

To release the patient press the extension button
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Releasing a caller

To release a caller press the RED button.

Logging out

To log out make sure you press the ‘make set busy’ button TWICE.
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Calling 999 Ambulance

Tell the patient you are calling an ambulance for them.

Dial 999 ambulance on a new line

When you are connected to the operator you need to ensure you tell
them to “disregard the calling number” (YOU NEED TO ENSURE
YOU SAY THIS TO THE FIRST PERSON YOU SPEAK TO i.e. THE
OPERATOR).

When speaking to the operator control room hand over the details of
the patient to them.

Take ambulance reference number. Add this to your triage notes.
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Logging In

Double click on the SystmOne Live icon and insert your smart card into the
reader (located to the right of the keyboard).


