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The purpose of this Service-Training Brief is to assist us in the service we provide to our
customers.

The Training Team/Co-ordinator is responsible for delivering this brief to staff. Please sign the
front page of the brief, this will then be kept in your training file and the information recorded
on Badger systems. The brief content pages may be kept for reference as required.

The information contained in this brief supersedes all previous communications, manuals or
procedures.
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PERFORMING A PDS TRACE — QUICK REFERENCE GUIDE FOR CALL HANDLERS

1. Patient Search

Perform a patient search in ‘Case Entry’ and select the appropriate patient record. If there
is not an existing patient record, enter the details into ‘Case Entry’ before searching PDS:

Caseentry |

|x

|04-Dec-08 15:19:07 |04-Dec-08 15:19:08

Demographics | Details | Previous encounters |

Double-click here to perform new patient search

Contact |

| |[charam
|®

|13 The Grove

[ Home ]\01233722700
[ mobile ] |

J L [ L

e
| |Dewsbury

[ other

[Wwest vorkshire

Return Phone: 101233 722700

Postcode

Caller ID:

JLnited Kingdon)

[] Testentry [] Non-disclosure?

Doctor i Dentist

- - 3 ] T
IRegistered v | [4] Primary | Language:

Area: ‘ Patient can speak English

Doctor:  |Baars, TP

Surgery: {Baavs Nationality ‘

[] nshumber

2last weck. v

Enter the
patient’s
surname,
date of
birth &
gender.

[[] Walk-in patient

_

X

Click on
‘Lookup’ to
perform a
PDS

[543 002 7026

9 1 1 1z 13 14 15§16 17

18 19 2 2

=

lookup.

Thursday 04-Dec-08 00:00:00 - Thursday 04-Dec-08 23:59:59 Full cover

2. PDS Trace

If this is the first time a PDS lookup has been performed or no record was found
previously, the ‘National Personal Demographic Search’ screen will be displayed:

National Personal Demagraphic Search

7 Surname 7 Date of Birth { Age 7 Gender ™ Postcods

INic-Dur\otuse |><xtestpamenthahd I27-Jun-1955 ISEyears IFEmaIe

=] |pos ey

I™ Perform sounds-like (algorithmic) search

If the patient record was

MHS Mumber | Forename | Surname. Gender [oos Address

[ Postcode

999 006 5934 Mic-Donotuse  Xxtestpati.. Femals 27-Jun-1955 374 Bradford Road, Bradford, Bradford BDS BLY

found, double-click on

the record and proceed
to Section Four.

3 Match - MHS Humber and standard Service User detalls returned

All searches against the Personal Demographic Service (PDS)

send to Trace Queue Cancel

are auditted
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3. Advanced Search

If no matches are found when searching for a patient record, the following message will

be displayed:
ada,st%
—

y algorithmic search?

i Click ‘OK’ to perform an
/ Advanced Search.
2 No matches have been found. Perhaps try using a wildcard or

The ‘National Personal Demographic Search’ screen will be displayed again. Edit the

details as necessary.

[] Forename Surname Date of Birth / Age Gender [] Postcode

| [Bew | |02:y-1842 66 years | [male vl |

[] Perform sounds-iike {algorithmic) search

Forename Surname Gender Address

B National Personal Demographic Search @

Leave the date of

d birth field blank if it
Bostone iS not necessarily
accurate.

Enter at least the
first 2 characters of
the surname & an
asterisk (*) to
perform a wildcard
search.

y4

/

Tick this box to

All searches against the Personal Demographic Service yDS) [(send to Trace Queve | | i

perform a search

are auditted

on surname

/

Click on the ‘Trace’ button.

‘sounds like’.

If one or more records are found, confirm details as required to identify the patient and
double-click on the correct record.

National Personal Demographic Search

I Surname [ Date of Birth { Age % Gender I Postends

[Mic-Denetuse [#xtestpatienthahd  [27-Jun-1355 |56 vears  [Female = [posaLy

I Perform sounds-like {algorithmic) search

MHS Mumber | Forename: [ surname: [ Gender [ ooe [ address [ Posteode

999 006 5934 Mic-Donotuse  Wxtestpati... Female 27-Jun-1955 374 Bradford Road, Bradford, Bradford BDS BLY.

3 Match - NHS Mumber and standard Service User detals returned

All searches against the Personal Demographic Service (PDS) Send ko Trace Queue

are auditted
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4. PDS Retrieval

The following screen will be displayed once a successful PDS trace has been performed:

B Patient Demographics Lookup Results g@@

Details entered Results Check with the
patient that the
[N Namdev Raj | |Namdev Raji | details on the

[ 24 Queen Street Tideswell ‘ HiZl—Queen Street | i - i
| Tideswell right-hand side

Address: Buikctort Buxton are correct.

| Derbyshire
SK17 8PF | SK17 8PF
DO [11-3un-08 | [11-3un-08 / | Ensure the
Gender [Male | [Male ; appropriate
NHS rumber: 943 661 5663 |[osesrsees | boxes are ticked
5 to copy the
Home Phone: |01233 722700 (| f information to
Baars, TP f ' the patient
Doctor ’ | record.

| Baars
Surgery ‘

J— ciick ‘oK.
[ Send to Trace Queue ] [ Back J { Cancel J [ oK ]

You will be taken back to the ‘Case Entry’ screen, where you can continue to enter and store
the case as normal. Once a PDS match has been achieved, the NHS number field will be
highlighted green.

Patient Chedk

NHS Number 943 661 5663

If you are unable to find a match, click on the ‘Send to Trace Queue’ button to continue with
case entry. The patient record will go into a separate queue so that matching can be
performed later.

[ Send to Trace Queue B: ] [ Cancel ] I OK ]
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