How to log in and log out of SEND How to check whether a baby is registered on SEND Admitting a baby to SEND

In ‘Internet Explorer’ enter the web address: nww.neonatal.nhs.uk There are many occasions when it is necessary to check SEND to Babies must be admitted to SEND within the first 4 hours on
find a baby. Before registering a baby on SEND a thorough search admission to the unit.
e m@sﬁ,j = B EE of the database must be made to ensure duplicate records are not o
s 8 et v do made. It is important to thoroughly check SEND before registering a There are two types of admissions:
nww.neonatal.nhs.uk baby so that all baby’s history is recorded against one NHS number a) Babies born at your hospital, and
only. b) Postnatal transfers to your hospital.
Then click on “Live UK patient Data Entry System” to access SEND a) Below are the steps to follow to admit an In utero admission
S Click on the link below to check whether the baby is on SEND to the neonatal unit (assuming that it will be the baby’s first
This is the live patient data management system, To access this system you will need a valid username and < < < : < admission to any neonatal Unlt).
password that associabes you to a specific list on neonatal units, click here to select exlstlng or admit new patlent. .

Click on the link below to admit a baby onto SEND

A screen similar to the one below will appear: click here to select existing or admit new patient...

To log in

4 contents — Web Page Dialog 5]

Select existing or add new baby
@ No babies found

NB!! To use SEND you will require a username and password. A screen similar to the one below will appear:

2 contents -- Web Page Dialog ®
Using an assigned username and password, click on the icon below R SRS TR R Select existing or add new baby
Add a new baby to the database?

To add a baby to the database and create its first admission tc a
neonatal unit, please enter the full NHS Number, surname, and

select a single neanatal unit inte which this baby is being admitted.
When all these details have been entered, dlick the button below...

Mo user currently logged o

@ No babies found

No babies were found that match the search criteria given. Change
the search criteria at the left of this window to try again.

Add a new baby to the database?

Te add a baby to the database and create its first admission to a
necnatal unit, please enter the full NHS Number, surname, and

select a single neonatal unit into which this baby is being admitted.
When all these details have been entered, click the button below...

NHS Number Required - please enter

n be
unti you know imber which can be
updated within the system (see General Gaby Details
form)

Surname Required - please enter
Forename
Unit admitted to  Chelsea & Westminister

Date of admission 35 oy 2005 |at time |

NHS Number Required - please enter
Note:1f you do ot know the baby's NHSNumber, then
1D which can be used
you know the mber which can be
updated within the system (see General Baby Detals
form).

Surname Required - please enter

Forename

Unit admitted to  Chelsea & Westminister

Date of admission [2g oy 2005 |attime| |

%» UK User authentication...

To fnd a baby,
@ smply enter any
characters o its

NHS

name
number in the fields sbove, To
admit a new baby, enter it
sumame, forename, and NHS
Mumber above, and folow the
instructions given.

Password | |

To find a baby,

simply enter _any

characters of it
N

L%’ change passwaord..,

By entering any characters of the baby's Surname, Forename or pstctons gven
NHS number in the fields provided, SEND will either display the
baby’s details or indicate that there is “No babies found” that match
your search criteria.

oK || Cancel |

Enter the baby's Surname, Forename and NHS number in the

Enter your username and password in the boxes provided. fields provided. Then change, if necessary, the Date of admission

Click “OK”. You are now logged into SEND. If baby’s details are displayed, it means that the baby is already and Time of admission.

Notice that your name is now appearing at the bottom of the screen. registered on SEND. Click on the name of the baby to view or edit

You are now able to view and edit data of baby’s admitted to your baby’s demographic and clinical data. NHS Number: If you do not know the NHS number of the new
unit only. baby, then you must create a temporary ID by clicking on this link.

If a baby has been given a temporary NHS number it is crucial
that this is replaced with the assigned NHS number at birth in
the first 48 hours of admittance.

If “No babies found” that match your search criteria is displayed, then
proceed with the following steps:

To Log out 1. First enter the NHS number only

At the bottom of the screen, click on your name to log out of SEND. 2. If no match is found after step 1, then enter the Surname only You can replace a temporary NHS number to the assigned NHS
If you do not log out, SEND will automatically log you out if it detects 3. If after every efforts has been made in step 1 and step 2, and no number in the ‘General Baby Details Form’ (which is accessed
a period of inactivity for 180 seconds. match is still found, then proceed to the next section from the Patient Homepage)

(i.e. Admitting a baby to SEND)
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Admitting a baby to SEND continues...

b) Below are the steps to follow for any postnatal transfers to the
neonatal unit.

Before admitting a postnatal transfer to the SEND system check
the “Unit transfer” section.

/

Click on the “information icon”
to verify baby’s details and check
if baby is already admitted to the
unit with a different NHS number
(either temporary or correct NHS
number)

After the relevant checks have

been done, click on the baby’s
name to admit the baby for
either its first admission or as a
readmission to the unit.

A confirmation screen will be displayed, as shown below, after you
have clicked on the baby’s details. Click on the “yes icon” if the
details in the confirmation screen are correct. Otherwise, click on
the “no icon” if the details are incorrect.

After clicking on the “yes icon”, proceed to the Admission Details
Form to update and validate the baby’s admission details or any
other relevant clinical details.

Discharging or transferring a baby from SEND

The following form need to be completed on discharge/transfer/death
- assuming all previous tasks have been completed successfully.

Transfers OUT

Any patient transferred out to another hospital for continuing or
specialist care needs to be discharged from the SEND system
IMMEDIATELY (otherwise the receiving hospital will not be able to
access the medical history of this baby)

What to do: As a minimum enter all the baby’s key data items.
Discharge the baby by filling in the ‘General discharge details
form’ (remember to enter the name of the ‘destination hospital’).

\ Click here to access the
discharge details form

Then complete the data items in the section “Discharge from unit”
i.e. Date of transfer

Time of transfer

Discharge destination

Destination hospital

SEND Quick Reference Guide

South England Neonatal Database
nww.neonatal.nhs.uk

L
[t

h

3

Designed by
lan de Vega, Data Manager NWLPN

This manual has been designed to offer quick guidance on
commonly performed activities on SEND. It is not designed to
cover all functions on SEND and it is not a substitute for training.
All staff using this manual should have received a password from
Clevermed and training from the Network Project/Data Managers.
If you have not received training on SEND or would like more in
depth help on any SEND functions please contact your Network
Project/Data Manager. If you have any comments on the functions
explained in this manual or would like instruction on other functions
to be include please email suggestions to SEND@neonatal.net

The following functions will be explained in this leaflet:
- Howto log in and log out of SEND
- How to check whether a baby is registered on SEND
- Admitting a baby to SEND
- Discharging or transferring a baby from SEND

Important information

- ltis the responsibility of all staff to ensure that patient data is
accurate and up to date at all times

- All patient details are confidential and should not be passed
on to any unauthorised person

- Please forward all queries and problems via email to
SEND@neonatal.net

- You must not allow any staff to use your password

Further information can be accessed from the SEND User Guide




