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Reminders

Reminders are a way to add 
free text information to a 
patient record. This 
information will be visible in 
the patient home page

• Reminders are not
reportable 

• Reminders can not be set for 
review 

• Reminders can not be 
developed 

Alerts are generated 
automatically when 
information is added to the 
record. Alerts appear under 
the demographic box and the 
patient home page

• Alerts are reportable 
• Alerts can support other 

functions such as interaction 
checking on medication

• Alerts can be developed 
• Alerts can highlight 

information recorded 
externally to CWP

Alerts

View on the Patient Home Page

1. Reminders vs Alerts

Where an Alert is available to be recorded in the system this 
should be used and NOT be added as a Reminder
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2. Where to see Alerts

Alerts recorded on the
patient record can be seen
as Icons under the patient
demographic details

To see any alerts hover your
mouse over the icon

Alerts add will also show on the patient home page 

Icon

Name of Alert
Action 

Some alerts linked
actions will take you to
a form that is needed to
be completed

More
This can inform you why 
the alert has been added 
to the record 
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3. Adding Alerts 

Alerts will be added to the patient record as you enter information in to
the system via questionnaires or templates where the appropriate
codes are applied.

For Example adding the tick to
the requires reasonable
adjustment will apply the alert

The alert will be applied to the record
and will appear on the home page and
under the demographic box

4. Key Alerts 

Many types of alerts can be added to the system, the
guidance will focus of the following key areas

Risk Safeguarding

Allergies / 
Sensitivities

Drug Alerts

Reasonable adjustments can be found on the CWP Disability template
that will be found on the CWP Pathway for your unit
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5. Risks

Risks are required to be documented within the risk section 
of the patient record 

Viewing the Risk node

Recording Risk on SystmOne

Use the link below to find the full guide for recording risk on
SystmOne

https://helpdesk.cwp.nhs.uk/HEAT/Modules/SelfService/?NoDefaultProvider=True#knowledgeBase/view/1318ADDD19B043928D3D9BC7264A41F0


All safeguarding issues should be recorded on the safeguarding
screening located on the clinical tree and CWP My Pathway

Clinical Tree CWP My Pathway

Safeguarding screening

Any safeguarding issues can be documented on this form, and highlighted. 
Utilising the further tabs there is area’s to document any caring 
responsibilities along with domestic abuse. Also if the person is subject to 
MAPPA or MARAC

Safeguarding screening

Tabs to navigate safeguarding form

6. Safeguarding Documenting and Alerts



Access node from clinical tree

Documentation from 
all safeguarding 
screening forms 

completed

Adding Safeguarding Alerts

7. Viewing safeguarding  Screening recordings

Any safeguarding information that is required to be highlighted as
an alert can be added on the safeguarding information section of
the record

This is located on the clinical
tree. The number in the
Bracket (1) indicates how
many entries have been made

Safeguarding screening information recorded on the templates will
be viewable in the tabbed journal along with other clinical entries.
Though all safeguarding screening information can be viewed
together from the clinical tree



8. Adding safeguarding Alerts cont..

To add information to the
safeguarding information
use the icon from
the toolbar

Use the tick and drop down to indicate if
the person is subject to a protection plan

Complete the Source information if known
(this is not mandatory)

Use this section to add the relevant
safeguarding information to be shared on the
record

Once saved the safeguarding
alert will appear under the
demographic box to indicate
there is safeguarding
information available on the
record



9. Viewing safeguarding information

Safeguarding information recorded in the node will only be visible
in the node and can not be viewed via the tabbed journal

Select the node

Safeguarding information 
recordings 



10. Sensitivities and Allergies

Sensitivities and allergies should be recorded in the node on 
SystmOne. An alert will show on he home page with any 
sensitivities or allergies recorded. 

Any recording will
show under the
sensitivities and
allergies heading
with the associated
notes

The sensitivities and allergies will also support interaction
checking when using the prescribing functionality within the
system

Viewing the Sensitivities & Allergies

Select the node

Current sensitivities & allergies

Historic recordings



11. Adding Sensitivities and Allergies

Sensitivities and Allergies can be
added by using the icon on the
toolbar located in the node or the
record allergy or sensitivity button
found on the CWP My Pathway

Choose the type you need to record

Press the icon to search for the sensitivity or 
allergy

Add and details or comments here

When selecting the type of allergy or sensitivity to record the 
options may change for Drug sensitivity        icon and for other 
allergies        icon

Adding a Drug Sensitivity



Adding a drug sensitivity cont..

Use the drug or appliance browser to select the medication you seeing 
to record

Type to search, once completed press 
“Search”

Select the drug product

Once selected press “OK”

Drug will appear here 

Add any additional comments here

Press “OK “ once complete



Adding a drug sensitivity cont..

When adding a drug
sensitivity you can send a
“Yellow Card” to the
MHRA through the system
if you wish. To do so
select yes and complete
the form and this will be
sent automatically.

Adding an Allergy

Adding an allergy follow the same process pressing the icon to
launch the recorder and follow the steps below.

Select “other allergy”

Press the          icon to launch the allergy 
search



Adding an allergy cont..

Type your search description

Select the appropriate allergy from the list

Once selected press “OK

Note: Allergies recorded with a grey triangle are not
included with the automatic interaction checking but will
appear in the dialog box for prescribers

Allergy appears here

Add details here

Once complete press “OK”



12.Recording Medication Alerts

To add an a medication alert for Lithium, Valproate, Clozapine 
or High Dose Antipsychotic (HDAT) can be found on the 
medication form located with in the physical health pathway

Located on the relevant CWP My 
Pathway, both inpatient and 
community units have access to 
the physical health pathways and 
the medication forms

Each selection has 
the appropriate 
on or stopped 
option to highlight 
for the patient 
from the drop 
down

Once the record is saved the alert 
will appear on the record on the 
patient home page and under the 
demographics box

Guide to accessing Physical health on SystmOne

https://helpdesk.cwp.nhs.uk/HEAT/Modules/SelfService/#knowledgeBase/view/0CCB7C6860CF4707A27308AF84EFD31A


13.Adding a Reminder

Reminders are short clear information that needs to be highlighted and
shared with others using the record. These will be visible on the patient
home page as well as the reminder node. Reminders will also be visible
on the ward view for inpatients and appointment ledger when booking
appointments

To add a reminder use the icon in 
the reminder toolbar

Priority
The visibility of the reminder – default is “Normal” and will be 
visible to all CWP Units

Expiry

Expiry date will end the 
reminder on that date and 
does not need to be added 

Notes

The contents of the information to be 
shared
Reminders should be:

o Appropriate
o Accurate
o Short 
o Clear
o Relevant to current 

situation 

How to add and view Reminders

https://helpdesk.cwp.nhs.uk/HEAT/Modules/SelfService/?NoDefaultProvider=True#knowledgeBase/view/80A95FF866114CE492295B2839890635


14. Looking at the Reminder Node

Access the reminder node from the clinical tree

7. Creating a ‘Risk Tab’ in The Tabbed Journal

Access the risk node from the clinical tree

Viewing cancelled / expired reminders

Tick the include cancelled / expired reminders Cancelled / expired reminders will be visible and 

show who cancelled the and the date it was 

cancelled



Further support with SystmOne

Knowledge base

View SystmOne user guides and 

videos on various topics.

ICT Self Service Portal

Access this by clicking on the icon on your desktop.

From here you can access the below:

Log an incident

Something not working as it 

should in SystmOne? You can 

raise incidents here.

Development requests

You can request changes to 

SystmOne (Note: this must be 

discussed and approved by a 

senior sponsor

Smartcard information

For information about how to 

unlock your Smartcard and other 

FAQs.

!

For further information on SystmOne and for details about training and further support 
available, please visit the SystmOne Sharepoint page

https://nhs.sharepoint.com/sites/RXA_ICT_ClinicalSystems/SitePages/SystmOne.aspx


Reminders – Data Cleanse 

PDF and video guide on how to view the reminder node

The Reminder node is the area in SystmOne where ALL information 
related to reminders can be located – Reminders will also be visible 
in the appointment ledger, ward view and medication chart
The Reminder node can be accessed via the clinical tree.

Reasons for Data Cleanse

Alerts from in Carenotes have been migrated to the reminder node in SystmOne,
from the migration it has also included additional information such as categories,
authorised by and responsibilities that are no longer applicable in SystmOne. This
information uses substantial real estate on the patient record and can reduce the
clarity of the reminder with the pertinent information being missed.

Active reminders need to be reviewed to ensure that current and accurate 
information is displayed in the patient record. 

Reminders should be:
o Appropriate
o Accurate
o Short 
o Clear
o Relevant to current situation 

https://helpdesk.cwp.nhs.uk/HEAT/Modules/SelfService/?NoDefaultProvider=True#knowledgeBase/view/80A95FF866114CE492295B2839890635


Reviewing Reminders

Is the reminder still 
appropriate? 

If the reminder is no longer 
appropriate. Right click and 
select Cancel 

Confirm reminder is to be 
cancelled and removed 
from the active section

Yes No

Does the reminder have 
carenotes migrated 
information i.e. 

Review date:
responsibility of:
Authorised By:

Yes

No

Create new reminder with the 
appropriate with the appropriate details 
recorded 

Once the new reminder is created – the reminder 
that has been reviewed ca now be cancelled. Right 
click and select Cancel

Confirm reminder is to be cancelled and 
removed from the active section

The reminder is 
appropriate clear with 
no Carenotes data

NO FURTHER ACTION 
REQUIRED

PDF and Video guide on how to view reminder node

Use the link below 
for further guides of 
how to record the 
reminders 

For each reminder on the patient record complete the review – Ensure to include 
ended reminders where appropriate for the review

https://helpdesk.cwp.nhs.uk/HEAT/Modules/SelfService/?NoDefaultProvider=True#knowledgeBase/view/80A95FF866114CE492295B2839890635

