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OPCS-4. Requests Portal User Guide - General

Version 2.0
Final

Document Status:

This is a controlled document. This document version is only valid at the time it is

retrieved from controlled filestore, after which a new approved version will replace it.

On receipt of a new issue, please destroy all previous issues (unless a specified

earlier issue is baselined for use throughout the programme).

Related Documents:

These documents will provide additional information.

Ref no [Doc Reference Number Title Version
1 OPCS-4 Requests Portal Question
and Answer document
2 OPCS-4 Requests Portal Submissio
Guidelines Document
3

Glossary of Terms:

List any new terms created in this document. Mail the NPO Quality Manager to

have these included in the master glossary above [1].

Term Acronym Definition
OPCS Office of Population Census and Surveys
OPCS-4 OPCS Classification of Interventions and

Procedures, Version 4.
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1. Purpose of document

The purpose of this document is to document instruction to use the OPCS-4
Requests Portal. The OPCS-4 Requests Portal is an online facility to enable
requests for change for the OPCS-4 classification to be submitted all year
around. It also allows stakeholders to track their suggestions thereby

improving the review and enhancement of OPCS-4 classification.

The portal was launched by NHS Classifications Service in September 2007.

2. Introduction

OPCS-4 is reviewed annually by the NHS Classifications Service of NHS
Connecting for Health to ensure it continues to reflect current clinical practice
in the NHS. The review improves the accuracy of NHS coded clinical detail,
the quality of NHS coded data and supports the needs of all NHS users to

improve planning and delivery of patient care.

To facilitate the review, NHS Connecting for Health has launched a request
system to further improve the OPCS-4 annual review process. The OPCS-4
Requests Portal launched in September 2007 enables you to submit change
requests for new interventions and procedures directly to the authors of the

classification - the NHS Classifications Service.

www.connectingforhealth.nhs.uk/OPCS4requestsportal
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3. Background

A statistical classification of surgical operations was introduced in the UK in
1944. Over subsequent decades it was periodically revised, culminating in
the introduction of the OPCS-4.2 classification, which was fully implemented
across the NHS in 1990. This has formed the basis for the recording of
clinical procedures since, but no significant changes had been made to the
classification. As a result it had not kept pace with changing clinical practice
or the new clinical interventions that have been developed since its original

release until the enhancement to create OPCS-4.3 released in April 2006.

It was recognised that there has been a longstanding requirement to update
or replace the OPCS classification to reflect current clinical practice and to
better meet the needs of the user. It also supports the requirements of the
Financial Reforms programme of Payments by Results (PbR) which requires

revised HRGs, which in turn rely on an up-to-date intervention classification.

OPCS-4 now has a scheduled annual review undertaken by the NHS

Classifications Service.

4.  OPCS-4 Requests Portal Overview

The OPCS-4 Requests Portal is a content management system that has been
built with the needs of coders, clinicians and all NHS and their suppliers
interested in the OPCS-4 classifications system in mind. It will enable them to
individually submit, store and track change requests via one easy-to-use
system. Additional information to support a change, where requested by the
NHS Classifications Service as the authors of the classification, can also be

easily added via the Portal.

The Portal will enable everyone submitting a request for change to track the
progress of their requests being considered by the OPCS-4 Review Team.
Requests can be submitted via the Portal at any time. Please refer to the

Submission Guidelines document for more detail on making requests.
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5. Quick Start Guide

More detailed instructions on using the OPCS-4 Requests Portal can be found
in the Step-by-Step Guide section. In the meantime Quick Start steps are
below: Note: These Quick Start instructions are not meant to be
comprehensive and you will need to read the Step-by-Step Guide to be

able to interact fully with the Portal.

e Paste the following into your internet browser:

www.connectingforhealth.nhs.uk/opcs4requestsportal

e Register as a user;

e After registration, log in, continue to the NHS Connecting for Health
(OPCS-4 Requests) home page;

e Before making any submissions read the OPCS-4 Submission
Guidelines; for explanation of the fields and other important
guidance about making requests for change. These can be
accessed by connecting via ‘guidance document’.

e Then click on New Request on the right hand menu;

e Click on Major or Minor depending on your requirement.

e Complete all fields in the form fully, and then click on Submit.

e Repeat the above if you need to submit more than one request.

You can see a summary of your request(s) by clicking on My Requests from
the menu. My Requests will enable you to track the progress of your

submissions via Status tab.

Click on the Export to Excel for the full details of your submission in a format

that you can save to your computer.

There are two searches available in the OPCS-4 Requests Portal:
e Select (count) all requests designated minor or major. Select (count)
Change Requests logged between specified dates, for example 01
October 2008 to 1 November 2008.
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6. OPCS-4 Request Portal Step-by-Step Guide

6.1 Getting started

6.1.1 Paste the following address into your internet browser and press
return to access the portal:

www.connectingforhealth.nhs.uk/opcs4requestsportal The screen

below will be displayed.

1 NHS Connecting for Health (OPCS Requests) — NHS Connecting for Health (OPCS Requests) - NHS C... MEX
al

File Edit View Favorites Tools Help
Q- © A B O o Frromee @3- % 7 - UKL T B

Addrese | hipgy v GEI Links

2

ip to content | QuickFind In—z of key sections I M RSS feed search

[NHS

Connecting for Health

SYSTEMS & SERVICES = ENGAGEMENT | NEWSROOM | RESOURCES = PROGRAMMES FORIT | INDUSTRY FACTS&FICTION ABOUTUS | CONTACT US

OPCS-4 Classification of Interventions and Procedures -
Welcome to the OPCS-4 Requests Portal. This web portal will allow you to submit change requests to the MHS OPCS

Classification Service all year round, OPCS-4 Requests Portal User Guide provides detailed instructions on how to use Mal coding

the Portal Chemotherany Redimens

The OPCS-4 Classification is an Inherited Information Standard. To ensure that the Classification reflects current clinical [ TRERERNINTST
practice, the MHS Classifications Service has an established maintenance cyde to support annual review and update of Login Name

OPCE-4,
Password 3
Any changes to the OPCS-4 Infarmation Standard for use in the NHS are subject to approval by the MHS Information
Standards Board.
lag in

register
Forgot your password?

RFequesters are asked to study the guidance docurnent (PDF, S0KB) carefully before submitting a request as those
requests for change that do not meet the criteria cannot be considered. Further information on submissions can be
found in the OPCS-4 Requests Portal Question and Answers document

Wwe thank you for the time taken to provide your suggestion, J°".‘.°“".

mailing list
To be able to submit a request for change to OPCS-4, vou need to log in with your user name and passyord, This is ’
different to the one supplied for the main MHS Connecting for Health wehbsite. Please register to logip/and use the OPCS-

4 Requests Portal.

Privacy Statement Copyright Statement UK Ot Accessible Website
© Crown Copyright. 2007 Last modified: Wedneg#ay, D2 May 2007 03:33:31 PM M |

Bl RSS fee M

/ &J Lacal intranet

2 2 Wipdows Ex... '“ 58] Microsoft Excel ... "@BMUUSU&OF... 'F@@c&@@g; 15:09

6.1.2 Click on the link Register at the bottom of the screen. The
following page will be displayed. Please complete all fields in the

form accurately.
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2] NHS Connecting for Health (OPCS Requests) — NHS Connecting for Health (OPCS Requests) - NHS C... [ |93

File Edit View Favorites Tools Help

@Back o J @ @ ‘.jj )ﬁggarch \“:‘:(Favnrites 'E‘B f:<' :; 1”_"—| M J ﬁ @ '3

Address | &) hitp: /fter mrequest.connectingforhea th.nhs, Lk frequests/oprs/oin_form
Ll LT

Enter full narme, eg. John Smith.,
| | My Requests
Job Title

Enter a Job Title

Address=

Enter an address Related Links

Postcode s

S
el
sl
(i}

Clinical coding

Chemotherapy Regimens
Telephone Number=

Enter a Telephone Number

[ |
Fax Number

Enter a Fax Number

[ |
Site Name

Enter the Site Mame

NACS Code NHS Care
L Records Service J

Care Record
Development Board

Software supplier if known

User Name = LATEST

Enter a user name, usually something like 'jsmith’, Mo spaces or spedial characters, Usernames and passwords are

case sensitive, make sure the caps lock key is not enabled. This is the name used to log in. DEVELOPMENTS

E-mailn i

Enter an email address. This is necessary in case the passwaord is lost, We respect your privacy, and will not give the Join our

address away to any third parties or expose it anywhere. mailing list M
& & Internet
m-l |©] & Microsaf.. 'ﬂ 122 3 Window... "[ [W] 8 Microsof.., - (PRSI ©) Microsaft Of.,. ﬂ ) decn25-200... m@l! BE& 168

Your email address and telephone number will only be used to contact you

regarding your submission.

6.1.3 Following successful registration you will be presented with the
following screen. Please click the Log in button to begin.

&1 NHS Connecting for Health (OPCS Requests) — NHS Connecifig for Health (OPCS Requests) - NHS C... |- |FE9
L

File Edit Wiew Favorites Tools Help

@Back - Q@ @ @ »;j /'.erearch \::\?Favnrites @ r’: ‘:f [# -~ J ﬁ @ ﬁ

Address | &] httn://ter mrequest.connectingforhealth.nhs.uk frequests/opcs#6in_form v Go |Links *
Q d | a-Z of key sectio R ed search i
NHS
0 g fo E
0 SYSTEMS & SERVICES ROO RESOUR PROGRA OR D R A & 0 ABO 0
“ou have heen registered
Welcome!
’ apcs
You have heen reg red. Clinical codin
Click the bu to log in immediately, Chematherapy Regimens 3
Care Record
Development Board
NHS Care |
~Records Service J
DEVELOPMENTS
( Join our l v
@ ® Internet
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The following screen will then be displayed:
&1 NHS Connecting for Health (OPCS Requests) — NHS Connecting for Health (OPCS Requests) - NHS C... MEIX

File Edit Yiew Favorites Tools Help :,'
Q- © X B G| Posrr Frrows @3- % 1 - JE T B
Adrress | &] http: /fter mrequest, connectingforhealth.nhs. Lk/frequests/opcs/login_far m Go Links ®

search

Connecting for Health
ENGAGEMENT NEWSROOM RESOURCES PROGRAMMES FOR IT INDUSTRY | FACTS EFICTION  ABOUT US CONTACT US

preferences undo  log out

Motice that the top right bar has changed. It now contains several personalized items. Use these items to control
settings and your personal area. They will remain as long as you are logged in. My Requests
“fou might want to head over to and add some content, or set up your Preferences. _
Continue to the NHS Connecting for Health (OPCS Reguests) home page Related Links

Qpcs

Clinical coding

Chemotherapy Regimens

Care Record
Development Board

NHS Care
_ Records Service

& ® Internet

6.1.4 Click on Home. The following screen is displayed:

21 NHS Connecting for Health (OPCS Requests) — NHS Connecting for Health (OPCS Requests) - NHS C... | [

e

File Edit View Favorites Tools Help
& Back <) \ﬂ @ ‘) - Search 7 Favorites {‘;}

sddress | ] htp://192.168.44.68:6089 /requests/opcs

S E-LJAER

.

Links

GO

search

Connecting for Health

SYSTEMS & SERVICES = ENGAGEMENT = NEWSROOM = RESOURCES = PROGRAMMES FORIT | INDUSTRY FACTS&FICTION ABOUTUS  CONTACTUS

New Request
Welcome to the OPCS-4 Reguests Portal. This web portal will allow you to submit change requests to the NHS
Classification Service all year round. OPC5-4 Requests Portal User Guide provides detailed instructions on how to use My Requests

The OPCS-4 Classification is an Inherited Information Standard. To ensure that the Classification reflects current clinical
practice, the MHS Classifications Service has an established maintenance cycle to support annual review and update of

QPCS-4,

OPCS-4 Classification of Interventions and Procedures

Clinical coding
Chemotherapy Regimens

Any changes to the OPCS-4 Information Standard for use in the NHS are subject to approval by the MHS Information

Standards Board,

Requesters are asked to study the guidance document (PDF, S0kh) carefully before submitting a request as those ( Joi ‘
oin our

requests for change that do not meet the criteria cannot be considered, Further information on submissions can be o )
found in the OPCS-4 Requests Portal Question and Answers document ‘ mailing list

e thank you for the time taken to provide your suggestion,

To be able to submit a request for change to OPCS-4, you need to |og in with your user name and passwaord. This is
different to the one supplied for the main MHS Connecting for Health website, Please register to login and use the OPCS-

4 Requests Portal.

Privacy Statement Copyright Statement UK DDA Accessible Website M
%J Lacal intranet

@ http: fAweww connectingforhealth,nhs.uk/contact/mailinglist

m‘ @ 11 Microsoft... = (£33 Windows Bx... '“ Microsoft Excel ... ﬂ @ 9 Microsoft Of... 'r@@;},} @@Q 15:12
Page 10 of 18
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6.2 Making your requests

6.2.1 On the home page click on the words ‘guidance document’ to connect
to the OPCS-4 Submission Guidelines and for details on the OPCS-4 Editorial
Policy - including suitable content for a change request to the classification.

This will open a new window as the OPCS-4 guidance document is available
as a downloadable PDF file. (The software to read this document is readily

available free from www.adobe.com) You can then save the guidance

document to your computer or close the window to return to the Home page
of the OPCS-4 Requests Portal.

6.2.2 Click on New Reguest to bring up the request entry screen.

‘@ New Request — NHS Connecting for HealMPCS Requests) - NHS Connecting for Health LMEJEJ
.'Olr

Eile Edit WView Favorites Tools Help

eaack - & |ﬂ @ h /..7\’ Search \‘?:‘\':(Favnrihas | = ; [ - _J ﬂ ﬁ

Address g‘] http:/fter mrequest. connectingforbealth,nhs uk/frequests/fopcs fnew-requests

[v GD Links

A

Edit with Microsoft Ofice Word
0 d | A-Z of key sectio M R eed search

0 SYSTEMS & SERVICES A ROD RESOUR PROGRA OR D R i 2 D ABO DHNTA

AN 0
fou are here: Home - Mew Request

New Request

Flease read the Submission guidance for more information, My Requests
Please select the type of request, See below for more notes on the type of request: _

Minor Request Related Links
Major Request OPCS

Clinical coding
Chemotherapy Regimens

Chemotherapy Regimen List

Submission Categories

’Care Record

There are two submission categorigs and you will need to identify which category your proposal fits into. Please Development Board

note chemotherapy regimens are nosdivided into major and minor.

1. Minor change
Includes:

= Meed to correct a typographical, punctuat\n errar in the Tabular and/or Alphabetical Index

NHS Care
_Records Service J

= Need to create, delete or correct an alphabeNgal Index entry

Andnm chanan

& Done © Internet

6.2.3 Click on Minor Request or Major Request list depending on your
requirement. The selected screen will be displayed according to your choice.
Please complete all fields as fully as possible in line with the Submission
Guidelines (as detailed in Step 6.2.1).
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‘@ Minor Requests — NHS Connecting for Health (OPCS Requests) - NHS Connecting for Health M@@
Eile Edit Yiew Favorites Tools Help :,'

n

eBack o J |ﬂ @ h ;\’Search H;':(Favormes @ [/j:' :\,, [ - _J ﬁ ﬁ

Address @ hittp: //ter mrequest. connectingforbealth.nhs. uk requests fopcs mew-requests Minor %20Requests

»

Lirks:

B o

search

NHS

Connecting for Health

ENGAGEMENT NEWSROOM RESOURCES PROGRAMMES FOR IT INDUSTRY FACTS & FICTION ABOUT US CONTACT US

preferences undo  log out

*fou are here: Home - Minor Requests

New Request

Minor Requests
by admin — last maodified 04-05-2007 11:10 My Requests

Read the following notes before submission

(=
o
'}
I
=

Date inor Requests
Change Types Related Links

u
Versions Clinical coding

. Chemotherapy Regimens
Change To Volume (OPCS4.%2)s

If a minor change request please identify volume F ~
[one [»] Care Record
SOUFCE = Development Board

' -
Summary s

Flease provide a brief desd f the actual change requested

NHS Care
nNetails Records Service M
&) Done 0 Internet

Please enter a concise description of your change in the Summary field. This
will help your application and enable the NHS Classifications Service to
understand the substance of your change request more effectively.
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6.2.4 Click the Submit button at the end of the fields to send-in your request
and the Thank You screen (as shown below) will be displayed.

Tip: Click on My Requests if you want to review your request and associated
Unique ldentifier number (UID). Each request is issued with an UID.

|@ Thank You — NHS Connecting for HealthMCS Requests) - NHS Connecting for Health M@]Iﬂ
..l*:

File Edit “iew Favorites Tooks Help

GBack - @ - d @ :j /:‘J Search ‘*;1:_(Favoribes {‘} N - J ﬂ ﬁ
e Pl Lo

ontert | QuickFind IA-Z of key sections IH RSS feed search

Connecting for Health

SYSTEMS & SERVICES ENGAGEMENT NEWSROOM RESOURCES PROGRAMMES FOR IT INDUSTRY FATTS & FICTION ABOUT US CONTACT US

preferences undo  log out
*You are hers: Home - Minor Reguests - Thank You
New Request
Thank You
by admin — Iast modifisd Monday, 17 September 2007 10:44:28 AM My Requests
jsmithi@nhs.net
Thank You
Requestor
ismith Related Links
Date QPCS
o Clinical coding
21 September 2007 Chemotherapy Reaimens
Version
iG Join our ‘
Details ‘ mailing list
test
Privacy Statement Copyright Statement Uk DDA Accassible Wehsite
© Crown Copyright. 2007 Last modified: Monday, 17 September 2007 10:44:29 AM l"]

%J Lacal intranet

12D 3 Windows E... '" @Mi[msnﬁEx[e\.‘. HESMiETDSDﬁO..‘ vf@é@lj@@@ 14:01

€
m |©] 6 Microsoft 0.,

6.2.5 If you wish to submit more than one request, click on New Request

again, choose from Minor or Major and repeat the steps above.

6.3 Tracking your submissions

6.3.1 The OPCS-4 Requests Portal enables you to track your submissions
for change requests. It also enables requesters to supply further information,
if requested by the NHS Classifications Service authoring team, via the My

Requests facility.

You can see a brief summary of your request and the associated status so
you can track the progress of your request. The Unique Identifier number
(UID) issued with every new request will be used to track your submission and

it must be quoted in any communications with us. Please refer to the

© Crown Copyright 2007
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Submission Guidance document for more detailed information on submitting

additional information.

To access a summary of your requests made go through the following steps:
e Click on My Requests to go to the screen below

e Click on Export to Excel to view the full details of your submission(s)

|@ My Requests — NHS/Connecting for Health (OPCS Requests) - NHS Connecting for Health L][Q]Iﬂ
File Edit “iew Favorites Jooks Help 1','
Qe - © - [¥] @ @ Poearer Jrraoree @ -5 @ - [JE KB
address | hitp:/A [v Go  Links
Q d | A-Z of key sectio M R eed search
NHS
O D ed
HOME 8 R . ROO RESOUR PROGRA OR D R A 0 ABO ONTA
preferences undo  |og out
New Request
My Requests [ NewRemen
Export to Excel Click here also to view more information for each reguest _
Records=1
m pate Requestor Change Type Summary Email status opes
[ra [1inarz007 fsmitn inor fest [smithé@nhs net|OPCE-4 Chanoe Requestto be evaluated Clinical cading

Chemotherapy Regimens

Join our
mailing list
Privacy Statement Copyright Statement UK DDA Accessible Website
© Crown Copyright. 2007 Last modified: Monday, 04 June 2007 09:10:10 AM
[l rs5 feed
&] hitp:/Awww connectingforhealth, nhe. ik, %J Lacal intranet
m | 1216 Microsaft 0., + 2 2 Windows E... '" 5] Microsoft Excel. .. " 2] 5 Microsoft 0. 'l-@\,é@dﬂ E&@ 1400

If you would like to save the Excel spreadsheet to your local computer for
ease of access, we recommend the following steps:

e Once the spreadsheet is open, click on Save. You may be prompted to
save the document in a 'tab separated value (TSV)', click 'No' to this
alert and you will be prompted to select the location on your computer
for the spreadsheet.

e Select the location on your computer where you wish to save the
document and click on Save. Remember to rename the file according
to recommended Microsoft guidelines. For further assistance on the

use of Excel in your local systems please contact your local IT Support.
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6.3.2 The NHS Classifications Service may respond with Further
information required to progress change. This status will be highlighted in

red as shown on the screen below.

|@ My Requests — NHS Connecting for Health (SNOME\) Subset requests) - NHS Connecting for Health M@Kj
ar

File Edit View Favorites Tools Help
eaack ) |ﬂ @ ;j /':\J Search \;n:(Favorites &) [7\" _:,' ] - J ﬁ ‘3

sldress | ] htp: £410.149, 119, 103:8080equests oncs fry-requests-all

»

Links

| B o

search »

Connecting for Health

Skip to content | QuickFind |A-Z of key sections I B RSS feed

SYSTEMS & SERVICES = ENGAGEMENT | NEWSROOM | RESOURCES = PROGRAIAMES FORIT | INDUSTRY FACTS&FICTION ABOUTUS | CONTACTUS

preferences wndo  |og out

You are here: Horme — by Requests

My Requests

Export to Excel Click here also to view moare information for each request

Records = 2

’ Change - . ¥ [ ,
EF.\I& Feques‘tm ';ype }Summmy }Emml }S‘(mus Care Record

Development Board

urther information required to progress L
13 ‘25ID4I2UU?}\esler Majar ‘dfgf }\esler@nhs.net r ! PrOEss ey —
Change Request . : )
gt ghfiy rt ther informati iredt 4
5 Hanuzoo7tester  pajor oot M lertnolsandeonfig@nhe.net [ o O TEAUINEELO PIOGLESS |
il Change Request

~ NHS Care
L Records Service |

NEVEL OPMENTS v

&) / ® Internet

To provide the additional information, click on the Edit button alongside

status. A page displaying your request will open. Please add the additional

information and press the Submit button.
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6.3.3 If your request for change is declined, the reason will be shown

underneath the Status as shown, see below.

[£] My Requests — NHS Connecting for Health (OPCS Requests) - NHS Connecting for Health = |l=3 IHJ

Filz Edit “iew Favorites Tools Help

@Back o J E @ ;h pSearch ‘f} viorites @ B’:{' :‘\; \9_"1 i _J ﬂ @ ﬁ

Acddress bty v GD Lirks

»

Skip to content | QuickFind IA-Z of key sections I'\"’l RSS {eed

NHS

Connecting for Health

SYSTEMS & SERVICES ENGAGEMENT NEWSROOM RESOURCES PROGRAMMES FOR IT INDUSTRY FACTS & FICTION ABOUT US CONTACT US

\ preferences  undo  |og out

fou are hers: Home — hy Requests

My Requests
Expart to Excel Click here also to view mare infarmation for each request _

Records=1

Related Links
in pate Requestor [change Type Summary Email fstatus opes
Change Reguest declined Clinical coding

’;‘21)’091’2007 &Smilh

Minor }\est ysmith@nhs.net},[

he request is more appropriate for Helpdesk submission Chemotherapy Regimens

Join our
mailing list

Privacy Statement Copyright Statement UK DDA Accessible Website
® Crown Copyright, 2007 Last modified: Monday, 04 June 2007 09:10;10 AM
RSS feed

& Done % Lacal intranet
[ 12 3 Windaws Ex... 'ﬂ 2] Wicrosoft Excel .. ﬂ W] 5 Microsoft Of... 'r@@gi Bl&® 14:12
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6.4 Managing your account

6.4.1 If you would like to change your password or other personal details
click on Preferences situated in the light blue bar at the top of the screen.

[&1 NHS Connecting for HealthNQPCS Requests) — NHS Connecting for Health (OPCS Requests) - NHS C... [M[=<]
;'l

File Edit WView Faworites Tools  Help
eBEEk < e @ \ﬂ @ h /:\J Search \‘/‘\ Favorites €‘3 [7'\' :; v - J ﬁ ‘f;j

s ts/opcs/plone_rmemberprefs_panel

Links *

MGD

nt I QuickFind IA-Z of key sections |El RSS feed search

sddress @] http:/#ermrequest.connectingforhealth, nhs uk/freq

Connecting for Health

ENGAGEMENT | NEWSROOM = RESOURCES = PROCRAMMES FORIT | INDUSTRY | FACTSAFICTION = ABOUTUS | CONTACT US

preferences  undo  log out

My Preferences
Thiz area allows you fo setyour preferences.

Member Preferences

5 _Change Password

2 personal Preferences

Privacy Statement Copyright Statement UK DDA Accessible Wehbsite
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From the My Preferences page you will be given the option to Change

Password or amend your Personal Preferences.

Press the Change Password link to bring up the screen to change your

password, as seen in the example below.
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search

Connecting for Health

CONTACT US

ABOUT US

FACTS & FICTION

INDUSTRY

NEWSROOM = RESOURCES | PROGRAMMES FORIT

SYSTEMS & SERVICES | ENGAGEMENT

preferences  undo log out

Change password for jsmith
Up to Wy Freferences

Password Details

Current password
Enter your current password.

Newt password
Enter your new password. Minimum S characters.

Confirm password
Re-enter the password. Make sure the passwords are identical

change passward|| Zcancel
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The Personal Preferences screen gives you the options to amend your other

personal details as seen in the screen below:
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Personal Preferences [in]

Home
Lip to My Preferences

Your personal settings.

[ Personal Details

Full Name

\ |
E-mail =

\ |

Job Title

Telephone Number

Fax Number

Address

Postcode

(I

Location

“our location - either city and country - or in @ company setting, where your office is located.

Language

“our preferred language.

‘ Language neutral (site default) |ll
Biography

& short overview of who you are and what you do. will be displayed on the your author page, linked from [i]

& Done & Internet
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