Telephone Numbers & Email Addresses
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Overview

It is very important that Client’s Telephone numbers and Email Addresses are accurate and up to
date. The information is recorded on the Demographic Details screen using the
Communications hyperlink.

Viewing Telephone Numbers and Email Addresses

Client telephone numbers and email addresses can be viewed in the following places in Rio:

Via the Demographics pane of the C|inica| m € 9 B Clinical Portal - Client's View @ @ [TTrainer | UAT2 | Clossli
Portal TEST. Tester (Mr) 1Jan 1950 (71 year(s) old) Male NHS. N/A A LA © =
(_)[ Chronology Report ” Early Years Portal ” RMC Booking Screen ” DSD Outcomes ” CF Dependency Levels ” Care Summary l [
Indicators Navigation
| A N % [ Case Record
3 Jull\ 2020 Conditions  Allergies Not  Consen t Not +] CR - Care Plan
Recorded Indicated

+] [ CR - Referrals

. . f Demographics
By hovering over the Client's name on the
Full Name: Mr Tester TEST ()
ClientID 1654774
B an n e r bar - D-:teen Of Birth 1.Jan 1950 (71 year(s) old)
Gender M
Full Address 23 Birdbrook Road, Birmingham, West
Midlands

PosiCode B44 BRE

Client Telephone 01213569486
Evening Tel. Number 01213456789
07895555890

TEST. Eesterer] 1 Jan 1950 (71 year(s) old) Male NHS. N/A
i@
V' Client: TEST, Tester (fr) ortal || RMCBo

Care Home Pathway
IMS Forms

Address: 23 Birdbrook Road, Client Email testertest@gmail.com v
Birmingham,
‘West Midlands
Postcode: B44 BRE & Servelec Healthcare Limited (trading as Servelec) 2019. All rights reserved.
ot
Mobile phone number: 07895555850
Daytime phone 01213569486
number:

By clicking the Client Personal Information E
icon. This icon is visible on various screens including
Clinic List View and Diary, next to the Clients Name.

And also, on the Demographic Details screen.
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Telephone Numbers & Email Addresses

Recording Telephone Numbers

Client Telephone Number
e Search for Client
e Access Demographic Details screen

o Click Communications (bottom of the screen)

o Click Edit this client (bottom of the screen)

e Click Add New Telecom (bottom of the screen)

e Click Method — Select Telephone number

e Click Context — Select Office Address

o Click Contact Details — Type Number (no spaces)
e Click Valid From — Enter Start Date

e Click Save to local and national

An Information window will display informing you Saving changes will update the Spine. Continue with

save?
Information
Saving changes will update Spine. Continue with save?
o
e Click Yes
The ‘Office Address’ will dlsplay as a Daytime phone number in WALKER Tmaﬂ (Mr) 18 Apr 1993 (28 year(s) old)
thc_a demographics tool tip which o_llsplays yvhen you hover over the | _ e, 5 ) =
Clients Name on the Banner bar in the Clinical Portal. Address: Pt l, o,
Viert mitancs
Postcode: B9 5UH It
Daytime phone 01211234455
number:
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Telephone Numbers & Email Addresses

Evening Telephone Number

Click Menu
Click Quick menu
Click Demographic Details

Search for Client

The Demographic Details screen will display.

Click Communications (bottom of the screen)

Click Edit this client (bottom of the screen)

Click Add New Telecom

Click Method — Select Telephone number

Click Context — Select Primary home (after business hours)
Click Contact Details — Type Number (no spaces)

Click Valid From — Enter Start Date

Click Save to local and national

An Information window will display informing you Saving changes will update the Spine. Continue with
save?

Information

Saving changes will update Spine. Continue with save?

Bo

Click Yes

The Evening telephone number doesn’t display in the demographics tool tip which displays when
you hover over the Clients Name on the Banner bar in the Clinical Portal.
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Mobile Telephone Number
e Search for Client
e Access Demographic Details screen

¢ Click Communications (located at the bottom of the screen)

o Click Edit this client

e Click Add New Telecom

e Click Method — Select Telephone number

e Click Context — Select Mobile device

o Click Contact Details — Type Number (no spaces)
e Click Valid From — Enter Start Date

e Click Save to local and national

The Mobile phone number displays in the demographics tool tip which displays when you hover
over the Clients Name on the Banner bar in the Clinical Portal.

Adding an Email Address

e Search for Client
e Access Demographic Details screen

e Click Communications (located at the bottom of the screen)

e Click Edit this client

Method .
e Click Add New Telecom Email address v
. . Context P
e Click Method — Select Email address e v
e Click Context — Select Communication address Contact Details |1est1@hotmail.com
at home .
Valid From |14 juty 2021 x|
o Click Contact Details — Type email address (no Vatid To
spaces)
e Click Valid From — Enter Start Date

e Click Save to local and national

The Email address doesn’t display in the demographics tool tip which displays when you hover
over the Clients Name on the Banner bar in the Clinical Portal.
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Ending Telephone Numbers and Email Addresses

Search for Client
Access Demographic Details screen

Click Communications (located at the bottom of the screen)

Telephone number Communication address at home 01213545432 7 Mar 2006 m

Telephone number Primary home (after business hours) 01213603545 1 May 1982 m

Click Edit this Client
Click Edit (on the number to be ended)
Click Valid To — Enter End Date

Click Save to local and national

The number is no longer visible however you may still view it by checking the
Show Closed tick box located on the bottom right of the screen.

Shaw closed ]
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