SIMPLIFIED process flow for Vaccine clinic “On the Day”
Covid-19 Vaccines Cheshire & Merseyside

Health & Care Partnership

Simply Book &
NIMS App

Patient/Staff

'

Patient/Staff arrives at
Vaccine Clinic with;

* NHS number and

* Booking Ticket

!

Patient/Staff holds up
the booking ticket for
the Doorman.

Clinic l
Doorman
Doorman;

(Sl mp Iy Boo k) 1. Checks date & time on ticket.

2. Scans the ticket into Simply Book system.
3. Patient/Staff retains ticket.

v

Patient/Staff gives

Vaccinator;
C||n|c e  NHS number

* Date of Birth

Vaccinator T
(N I MS App) Vaccinator;

1. Checks patient info.

2. Asks safety questions (any symptoms etc.).
3. Administers & records Vaccine.

4. Updates the NIMS App system.

v

Patient/Staff shows
the booking ticket the

Clinic to POS.
POS v

. POS;
(S| m ply BOOk) 1. Checks ticket has been validated.

2. Creates 2" vaccination booking (for 21/28
days from now, preferably at the same
time of day).

3. System sends 2" booking email & Ticket to
Patieni/Staff.

End of 15t appointment




Quick Guide for Doorman Role

SimplyBook.me Covid-19 Vaccines e [ V2 &Y

Last revised 29/11/2020

1 Summary of the Doorman role / tasks 2 Users will have received password & URL via email
SimplyBook.me Open SimplyBook
The Doorman; in Chrome.
* Checks the date & time on the ticket. User login € Enter Username [isM
* Scans the ticket into Simply Book system to peoond & Password
validate it, recording the patient as arrived. JES— (Username = your
» Advises the service user (Patient/Staff) that = email address)
they will need their ticket again during the
appointment.
Please contact jbs.enquiries@miaa.nhs.uk if you need assistance

= SimplyBook.me

3 To get to the Validate ticket screen, Or, click the Validate ticket button in
either; select from the menu Welcome the Calendar view.

1 Reports I
B validate ticket

‘ = Validate ticket ‘

The appointment Arrival and Validation process
On arrival for an appointment the service user (Patient/Staff) will need to show the Doorman their ¢
appeintment booking ticket. This could be in paper or electronic format. _
: - : = SimplyBook.me JaN |
88539
E = g § g Click into the ‘Validate Ticket’ field
. - & ] A .
Cheshire And Merseyside Treatment ‘g%‘g’%; Validate ticket and use the scanner to scan the QR
. . . . L code,
Centre Covid 19 Vaccination Service: S:z3zz - _
2 o Enter ticket code or booking code This is best practice and the safest way
Appaintraent detaile 28-11-2020 11:50 - 11:55 E_E to avoid manual entry errors.
g
Booking code  —————+007119527c427 B® m However, you can key in the code if

necessary.

Booking number
(1T = 7S
1556943606 arcode simplybook Once the code shows in the field, click Find Ticket and the appointment should appear beneath

the Find Ticket button.

4 Once the code shows in the field, click Find Ticket and the appointment should appear beneath
the Find Ticket button.

The Royal Liverpool Hospital - Covid 19 Vaccination Service © Vview booking .
S— Click on the blue
1 Date: 20-11-2020 08:40 AM
E Provider: The Royal Liverpool Hospital - 1st Vaccination (2)

g% Ticked code: 00412fbd 79900

IF this does NOT appear - check you are using Chrome as your browser.

5 Congratulations - Your Service user (Staff/Patient) has now been arrived and their ticket validated on the
SimplyBook system.

Ending the Doorman process and the Staff/Patient is ready for their Vaccination in the clinic.



mailto:jbs.enquiries@miaa.nhs.uk

Supports real time clinic activities by;

* Checking validation of 15t appointment attended.

* Books 2" follow up vaccine appointment for a
staff/patient who has just had the 1st vaccine.

NOTE: For guidance on amending bookings, handling walk
ins and finding booking codes, see the full POS user guide.

Quick Guide for POS (Point of Service) Role
3imp|yBOOk'me COVid_lg Va CCineS Cheshire & Merseyside _ﬁ— m
Health & Care Partnership
Last revised 29/11/2020
The POS; Open SimplyBook

p) SimplyBook.me

in Chrome.
User login Enter Username
Password @ & Password
e (Username = your email
T address)

Please contact jbs.enquiries@miaa.nhs.uk if you need assistance

Check to ensure the 15t vaccine Ticket has

‘ = validate ticket

been Validated, before making the 2"d
vaccine booking.

Do this by clicking the Validate ticket button
in the Calendar view.

A7

§88i%
Cheshire And Merseyside Treatment 83512
Centre Covid 19 Vaccination Service 5%5%%
Aspoiniment detals —————+ 28-11-2020 11:50 - 11:55 §§
Booking code 007119527c427 2%
NHS Number Booking number Be e
LT 1 = S

The Royal Liverpool Hospital - Covid 19 Vaccination Service 0

= gmpryBook.me o B

Click into the ‘Validate Ticket' field
and use the scanner to scan the QR

Validate ticket

code.

Enter ticket code or booking code This is best practice and the safest way

Cnge the code shows in the Tiekl. click Find Ticket and the appainbment should appes beneath
the Find Ticket button. IF this does NOT appeer = check you are uring Chrome ar your browser,

v

to avoid manual entry errors,

However, you can key in the code if

necassary.

If showing, Click on
blue Validate ticket
button.

ed Walidate ticket

d-400 i

4

Click View Booking to enter
1st appointment booking.

The Royal Liverpoal Hospital - Covid 19 Vacgination Service 0
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5

Covid 19 Vaccination Type [AUTOFILL FROM
NIMS]

Phiser

Scroll down and
Click the Rebook
button. This opens
a new booking
page that is
associated with
the patients first
vaccine details.

Covid 19 Vaccination Count?

Vaccination Adverse Reaction [AUTOFILL
FROM NIMS]

Seasonal Flu Vaccination [AUTOFILL FROM
NIMS]

Date of Season Flu Vaccination [AUTOFILL
FROM NIMS]

Close

e | nevoos

Amend details to
2n vaccine booking

Create booking

6

Details  Client

Leighton Hospital - 2nd Vaccination
Yvette Cranney - +441270373640

Service provider *

Leighton Hospital - 1st Vaccination

Change Service
Provider from 1st
to 2" vaccination

Service * Leighton Hospital - Covid-19 Vaccination C)

Start time * 261 26-11-2020
calendar. nd ;
fr— Set 2 vaccine
B ez [ date to occur in
o oo m o 21/28 days

' (depending on
» vaccine type)

Try to choose same appointment time as
the 1%, if possible for easier slot
management.

Cancel m

A Booking email for the 2" appointment will be
generated by the system and sent to the
Staff/Patient, together with a new booking Ticket.

7

Scroll to the bottom of the
booking form and Click Save.
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