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Background

A Personnel file entry is required for all staff who complete forms, or who need to be identified in NCIS
correspondence, the patient tumour record or the MDM record in NCIS.Chart. While some users will have their
account linked to a Personnel file entry, there are also entries in the Personnel file that do not have a corresponding
user account, e.g. MDM participants, referrers, places etc.

Personnel file data entry
There are two ways Personnel File entries appear on NCIS:

1. Personnel file entries are entered (and edited) manually by local administrators.
2. NCISis interfaced with a Service Delivery File of General Practitioners and some consultants.

Personnel file data usage

The Personnel file has a wide-ranging use within NCIS.Chart and can populate many fields. Some forms have been
configured so that the logged in user is auto populated as the creator of a form and it is from the Personnel File that
this information is derived.

1.1 Personnel Files updated by Interface

The Personnel File is updated from the Service Delivery list of GPs by interface on a periodic basis.

When a Personnel file record has the following text, it indicates that the file has been uploaded through this
mechanism. These records are unable to be edited by local administrators.

This dataset will be updated by an interface.

Figure 1: Text showing that a personnel record was updated by interface

Personnel Files that are created from the interface with the Service Delivery List are populated with numeric values in
the Doctor identification and BSNR fields. BSNR is a German term for a premises number or practice code. When
values are added to both the Doctor identification and BSNR fields the record becomes locked. Therefore, it is strongly
advised to leave the BSNR field empty when entering personnel records manually.

Doctor identification | 59953 HIS-zbbreviation [ ] BSNR

Figure 2: Interface records have both a Doctor Identification (MCRN number) and BSNR (Practise Code)
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An example of an uploaded Personnel record is shown below.

Personnel User Default entries Study management Expeorts Administration

Type @ pocter O Department (@] Hospital o Community practice O cHe
First name Blogg
Surname Joseph
Title Dr.,
Name of office/clinic | Local GP Clinic,
Mewtown
Gender ® male Ofemale O unknown O not specified
Facility [—Please choose —  [¥]

Special. field |
Core area | ;I
O centre surgeon O senior surgeon O training assistant _II
Doctor identification | 99999 HIS-abbreviation L 1 BSNR
External ID Message ID l:l

B active
Postal address Local GP Clinic,
MNewtown,
Cldtown
ABCIZ3
Country L]

Letter zalutation

Closing

Contact

Telsphone 01-5432123 Telephone (business) l:l Telephone (mobile)
Fax

E-mazil address Drélogg @email.com |

Bank data

Name of bank | |

Account owner D Get personnel name

BIC
IBAN

Additional information

Location @ in-house O external O not specified
Tumour CDI'\FEI'EI'IEE

SR O regular participant One regular participant

O ne lenger practising

Figure 3: Personnel File form updated by interface — note the Doctor Identification and BSNR fields are complete
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1.2 Managing the NCIS Personnel File manually (local admin role)

Log into NCIS.Chart with appropriate user account — only Local Administrators and Case Managers have
access to add, edit or remove records from the Personnel File
Go to Settings from the Menu at the right side of the screen

Figure 4: Setting Menu

Select Personnel from the Menu Options

Search for the personnel name to ensure that they have not already been entered. If you need to delete
characters in the search field click ‘Reset filter’

Click on “New med. personnel” to create a new entry

Personnel User Change password Default entries Study management Exports Imports

0Q000Q

Help|

New med. personnel IleﬂnY " Search
‘ } Show all Advanced search

Figure 5: Select New med.personnel to add a new Personnel File record

Enter the appropriate details. Select the type ‘Doctor’ for all personnel even if they are not a doctor. This is
to distinguish that it is a person rather than a place (department/hospital etc.). This has no impact on
permissions and ensures the most appropriate fields available

Enter the ‘Title’ of the personnel i.e. Doctor/Nurse/Pharmacist

Type ® poctor ) Department Q) Hospital 0 Community practice ) cHC
Title [Nurse |
Surname |F"ratchel‘t |
First name |Jenny |

Mame of office/clinic

e
Gender O male O female O unknown @ pot specified
Faaility — Please choose — v |
Special. field | \P|
Core area | VH i |
[ centre surgeon | senior SUrgeon (] training assistant |I|
Doctor identification | | HIS-abbreviation | | BSMR |
EFN | @
ASY number | |@
External 1D | | Message ID | |
active

Figure 6: Enter record as Doctor and ensure Active is selected
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e Itis possible to restrict the Personnel file to a particular facility by selecting a facility and selecting “Limit this
practitioner to the facility”’. This is not necessary and should only be utilised if the personnel record will not
be required in another hospital.

Facility Training Hospital v
Special. field I E
Core area | E

[ centre surgeon [] senior surgeon ] training as

Doctor identification HIS-abbreviation I_
External ID Message ID

W Limit this practitioner to the facility.

M active

Figure 7: Choose a facility and select "Limit this practitioner to the facility" to restrict the record to one hospital

e C(Click Save at the bottom of the screen to complete the Personnel record
e The Personnel record can now be selected from the search box in fields populated by the Personnel file
throughout NCIS.Chart

S

Basic data

Diagnosis:

Malignant ne
bronchus or

Referning physician

| |
Primary consultant | | “ Search for personnel
| Add additional consultant [Add new med. personnel |
Family doctor/Speaalist | | \ZI Surname J-,'.' [Test ]

Comorbidities I:I‘ﬁ'ﬂ _
) First name ;'

I | _
Location >~

=K
Date of initial diagnosis |12.12.2022 Trﬂ

Primary dizgnosis C34.1 III Sl s K e e e e Test, Consultant (Dr), Oncology and palliative care, Doctor

L suspicion of Test, John {Dr), Oncology and palliative care, Doctor
—Free text [ + F -1

Figure 8: Searching for a personnel record in an NCIS.Chart Form
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1.3 Linking a Personnel Record to a User Account
If the user role involves creating and editing forms in NCIS.Chart, they should have a Personnel record created (see
above).

e Go to Settings >User
e Search for the user

User Pratchett Jenny

NCIS ID [398 |

Salutation | Corresponding med. personnel |

Title | | | Pratchett Jenny | [ Delete personnel |E
Surname |Pralchetl | Limit access to the following user's patients

First name |Jenny | [None ||I|

Figure 9: User Account showing linked Personnel Record

e Under the “corresponding med. personnel” field, search for and select the correct Personnel record
e Save the entry

1.4 Example of Personnel File Usage in the Tumour Case

In the patient’s general info section under tumour case and basic data the following fields can be recorded: Referring
physician, primary consultant and family doctor/specialist.

By selecting edit as shown by the arrow below the user can then enter the fields.

Hospital ID $12430 (SLH) @
General info | Diagnostics Conference Assessment Therapy Communication

Personal info Tumour case Clinical history

Basic data

Referring physician

Family doctor/Specialist

|

Primary consultant | |
|

Comorbidities |
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If the medical personnel have a corresponding Personnel file entry their details will appear as below

Hospital ID 512430 (SLH) &
General info | Diagnostics Conference Assessment Therapy Communication

Personal info Tumour case Clinical history

Referring physician ItESﬂ ol i I - |

Primary consultant Search results [14] )

Family doctor/Spedialist | rrer cliant Registration Unit, General surgery

Comorbidities o o
, TEST Clinical nurse specialist , General surgery

e R e . TEST day ward name , General surgery -

Primary diagn. date .
) ) ) , TEST oncology pharmacist , General surgery
Pnimary diagnosis

, TEST Radiology interventional department, General surgery

Felix, Test , General surgery
Gynaecological cance -

RAMAE @ TEET A~ Srmnea] msrmmes RAMRA AFF A

If there is no corresponding Personnel file, the user can select the star button as shown below

General infe  Diagnostics Conference Assessment Therapy Communication Follow-up Clinics

Personal info Tumour case Clinical history L5+ W5 Training Hospital w

Referring physician

|
Primary consultant | | [ ] *]
| Add additional consultant |

Family doctor/Spedalist | | | i || * |

Comorbidities \:lﬂ
| | | ’ || |EIZI chars remaining

Which will bring up the option to either search for the personnel record by searching by name (surname) first name,
location or specialist field or the user can select ‘Add new medical personnel’ (if they are a local administrator or
case manager) as shown below.
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Hospital ID =
General info | Diagnostics Conference Assessment Therapy Communication

Personal info Tumour case Clinical history

Basic data
Diagnc
Referring physician I[est i | = Physician was not found in the database. Mf_llg ';'IE
Primary consultant I i | Search for personnel
Family doctor/Specialist I i | Add new med. personnel I
Comorbidities [pz0s2019 [i[F319 I i Al
Primary diagnosis First name )- 4

Primary diagn. date

[10-12.2019 [ Locati
I M lignant neoplasm of isthmus ocation L
C54.0 _I Ha Special.

O Suspicion of field 7

Primary diagnosis

Once an entry is made the user can select the information button which will display the details recorded in the
Personnel file for that entry

General info  Diagnostics Conference Assessment Therapy Communication Follow-up Clinics

Personal info Tumour case Clinical history Facility:

Referring physician |Test DR GP [ [i] [ * ] General surgery, TEST DR GP long name
Primary consultant | | X
| |  Test DR GP

General surgery, TEST DR GP long name

| Add additional consultant |

Address Contact

Test DR GP name and address Telephone: test telephone
Family doctor/Specialist |Test DR GP | Fax:ptest R -

| | E-mail address: test email

Comorbidities

| [ =1l T TNETE e ETm T T

By clicking on the ‘Add additional consultant’ button as shown below the user has the option to add additional
consultants.

Refermng physician Test DR GP General surgery, TEST DR GP long nams

Primary consultant

Add additional consultant | "'=::=

The additional consultants will appear as below:

Referring physician Test DR GP Gaeneral surgery, TEST DR GP long name

Pnimary consultant |Dr Consultant Test | Oncology and palliative care
|Cunsullant Test Dr Name Test Dr Surnarl| <: Oncology, Test office/dinic name
|Dr Consultant Test | Oncology and palliative care
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Appendix 1: Field Definitions in the Personnel File

Fields listed in this table in italics are not used in NCIS. No fields are mandatory; however, it is recommended to
complete the first name and surname at a minimum.

Section

Fields Names

Definition/Purpose

The type of personnel record being created. C37 recommend
only selecting "doctor" as type. Community practice is only
used if you have no real person you can name. For example, if
community practice is selected, the fields change slightly: Drs
(short) and Drs (long) is the name of the practice

Type Oopocter O Department O Hospitasl ® Community practice. O cHe

Des. (short) |
Personnel entry Type e |
Personnel entry First name First name of the person for whom the record is being created
Personnel entry Surname Surname of the person for whom the record is being created
Personnel entry Title Title of the person for whom the record is being created

Personnel entry

Name of office/clinic

Office or Clinic name with whom the record is associated

Personnel entry

Gender

Gender of the person for whom the record is being created

Hospital associated with the person for whom this record is

Personnel entry Facility being created.

Personnel entry Special. Field Speciality of the person for whom the record is being created
This field is used for the OnkoZert evaluation. It marks the
connection between a personnel and a core area. Does not

Personnel entry Core area impact on NCIS documentation.

Personnel entry

Doctor identification

Medical Council Registration Number of Physician associated
with this record.

Personnel entry

Centre surgeon, senior

surgeon, training assistant

These fields pre-populate fields in the NCIS Primary Op form
which is a form currently not in use in NCIS

Core sres l ‘:I i
D Centre surgeon D SEMIOr SufgeEDn D traning sasistant | I
Primary tumour OP |
Scheduled/recommended @) yes Ono
Conducted ‘C_J yes (.,) no

Date

Location Oin-house O external O not specified

Surgeon [ 1 i *
D Centre surgeon D Assistant
[ 0 [
D Centre surgeon D Assistant

Personnel entry

IKNR

Institution registration number — not used in NCIS

Type Qoocter ® pepartment O Hospitst O Community practice O crie
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Section

Fields Names

Definition/Purpose

Personnel entry

HIS-abbreviation

Not used in NCIS

Facility or Practice ID — This field is prepopulated in the
Personnel records that are received from the interface with the
Service Delivery File. Assigns a user to a facility and in
combination with doctor id creates a unique record, i.e. one

Personnel entry BSNR doctor can have more than one site ID.

This field allows the recording of external ID from other IT-
Personnel entry External ID systems. Not used in NCIS

NCIS generate reports for different registers in Germany. This

field allows clients to record the Id of the sender, thus it is a
Personnel entry Message ID form of “reporting Id”? Not used in NCIS

Personnel entry

Limit this practitioner to
the facility

This limits the person for whom this record is being created, to
facility selected above. Create one record for each facility that
person requires access to.

Personnel entry

Active

This deems a record to be active or inactive

This is the postal address of the facility, with which this person
is associated. The user information is generated by applying the

Address Postal address letter frame.
This is country in which the facility where this record is
associated is located. This does not appear in any forms or
Address Country letters therefore is not used in NCIS
This does not fill into the letter salutations in NCIS letters and so
Address Letter salutation should not be filled in.
This does not fill into the letter salutations in NCIS letters and so
Address Closing should not be filled in
The contact telephone number of the person for whom this
record is being created - fills into letter templates. The user
Contact Telephone information is generated by applying the letter frame.
Contact Telephone (business) Do not use as does not fill into the letter templates.
Contact Telephone (mobile) Do not use as does not fill into the letter templates.
The contact fax number of the person for whom this record is
being created - fills into letter templates. The user information
Contact Fax is generated by applying the letter frame.
The contact email address of the person for whom the record is
being created - fills into letter templates. The user information
Contact E-mail address is generated by applying the letter frame.
This specifies whether the person for whom the record is being
created is in-house, external or not specified. This is not
Additional generally required for NCIS unless very specific reporting is
Information Location being undertaken
Additional Tumour conference This must be selected for those users who will be participating
Information participation in MDMs.
Additional This is selected for those users who did participate in MDMs at
Information No longer participating one stage, but no longer do so.
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