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The Specialist Services Electronic Reporting System delivered via CliniSys ICE (Sp-ICE) is
managed by NHSBT to provide its customers with timely and appropriate access to patient
diagnostic reports.

If you have any queries regarding use of Sp-ICE in your hospital, please contact your local
hospital administrator. Any feedback on this user guide can be sent to ICE@nhsbt.nhs.uk.
Your comments will be collated and used to help improve future versions.

Patient identifiable data has been removed from the screenshots for confidentiality reasons.
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Introduction

11

Principle

NHSBT currently supplies diagnostic services to approximately 300 hospitals and to general
practitioners in the primary care sector. Paper based reporting is no longer the system of
choice and Sp-ICE provides an electronic solution to improve test turnaround times, remove
the need to re-key data and reduce transcription error. NHSBT recognises Electronic
reporting as an important patient safety initiative.

ICE is a web-based application enabling NHSBT Specialist Services to rapidly disseminate
the results of diagnostic testing from its core IT system (Hematos) to NHSBT customers via
approved file transfer protocols. Users can securely view sample receipt and print diagnostic
test results shortly after they are authorised for release on Hematos. The system will be

referred to as Sp-ICE — Specialist Services ICE. A subset of results for Red Cell

Immunohematology (RCI) requests are displayed within the Sp-ICE browser with a link to the
PDF report. For International Blood Group Reference Laboratory (IBGRL), Histocompatibility

and Immunogenetics (H&I) Cellular and Molecular Therapies (CMT) / Stem Cell

Immunotherapy (SCI) results there will be a link to the PDF report.

1.2

A schematic of system architecture
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1.3 Responsibilities

Healthcare Caldicott Guardian / Senior Information Risk Owner (SIRO) via the Primary
Contact is responsible for:

Ensuring that prospective users are authorised to view confidential patient data.
Ensuring that training is provided in the use of the system.

Requesting system access.

Reporting to NHSBT all potential adverse events including system security breaches
and performance issues highlighted by staff.

Healthcare users are responsible for:

e The correct use of the system.
Maintaining the security of patient data.

e Reporting to their Primary Contact all potential adverse events including system
security breaches and performance issues.

NHSBT will promote self-directed training or train Caldicott Guardians / SIRO / Primary
Contacts in the use of Sp-ICE and then approve their access.

2. System management
See Appendix 2.
3. Access control/requests

3.1 Requests for local hospital administrator accounts

Access to Sp-ICE must be through the Trust or hospital’'s Caldicott Guardian / SIRO / Primary
Contact who must complete the declaration in FRM4116 and send a signed copy to NHSBT
by post to the following address:

Customer Service Support Office,
NHS Blood and Transplant,

Part Academic Block,

John Radcliffe Hospital,

Headley Way,

Headington,

Oxford,

OX3 9BQ

Or scan and email to ICE@nhsbt.nhs.uk

The Caldicott Guardian/SIRO/Primary Contact will:

e |dentify local administrators within their Trust or hospital.

e Train and set up accounts for additional administrators and users.

¢ Request additional local administrators accounts from NHSBT using FRM4117 if
required.

NHSBT will promote self-directed training or train local administrators, set up their account(s)
and e-mail details directly to the local administrator. Local Administrators will:

e |dentify Hospital/Trust administrators and users.

e Provide training for Hospital/Trust administrators and users

e Create accounts for Hospital/Trust administrators and users
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3.2 Administrator/User password

When a new administrator / user logs onto Sp-ICE for the first time using their agreed
username, they will obtain their password by selecting the “Forgotten Password” option. An
email containing the password will be sent to the email address supplied when the user
account was created. Using the emailed password, the administrator / user will be prompted
to change their password before accessing records. The password chosen must be
alphanumeric and consist of at least 8 characters.

The system allows five attempts at a password before locking the account. To avoid being
locked out of your account use the “Forgotten Password” option before you exhaust the five
attempts.

3.3 Locked accounts

Users must contact their local administrators to unlock locked accounts. Once the account is
unlocked use the “Forgotten Password” option.

If a local administrator is locked out, contact another local administrator at the same location
who will reset the account and advise the use of the “Forgotten Password” option. If a local
administrator is not available contact NHSBT at service.desk@nhsbt.nhs.uk who will reset the
account and advise the use of the “Forgotten Password” option.

34 Inactivating / Amending a user account

Local hospital administrators will be responsible for inactivating, amending and reactivating
their own users. If assistance is required from NHSBT contact ICE@nhsbt.nhs.uk using
FRM4117.

4, Use of Sp-ICE
4.1 Accessing Sp-ICE

¢ Open the application by double clicking the ICE Desktop icon. B==ESE=z:

Or use the following link to the web browser: https://edilive.nhsbt.nhs.uk/icedesktop/

e The ICE Desktop Login window is now displayed.
e Click on the Login icon or the image in the middle of the screen.

O ICE

1F you are a valid user please ciick here to cantinue.
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e The ICE Desktop Login window is displayed.
¢ Any announcements will be displayed beneath the Username and Password box.

First Login/Forgotten Password Login: Subsequent Logins:

Enter your Username (not case dependent). Enter your Username (not case dependent).
Select Forgotten Password. Enter your Password (not case dependent).
Open e-mail generated from Forgotten Password. Click Login or press enter.

Copy password from email.

Paste Password.

Click Login or press enter.

Change Password as prompted (must be
alphanumeric and at least 8 characters).

(zadesktop login

** k sunguest, |
xx|CE

Change Password

otten Password?

Announcements - pasted on 12/09{2012 13:00:00

Any announcements will be displayed on the log in page.

The NHSBT confidentiality agreement is displayed

e Select Accept to continue, Decline to reject (if you select Decline the login screen will be
displayed).

d] User Motice -- Webpage Dialog s

Confidentiality Agreement for Users of the NHSBT ICE Diagnostic Results Service (SP-ICE) - 1
acknowledge, understand, and agree to adhere to the followng condttions of access to SP-ICE. - [ will
respect and maintain the privacy and confidentiality of all accessible data and understand that unauthorised
access or disclosure of personal'confidential data 1s a breach of provacy and may result m disciplnary, coal,
and/or criminal actions agamst me. - [ will not disclose the data or information to anvone other than those to
whom [ am authorised to do so. - My Username is considered equivalent to my signature; I am responsible
for all system activity made under my Username, - I will access SP-ICE and data that it holds only for the
purposes for which I am explicitly authorised. - I will not use SP-ICE, mcluding personal or confidential
mformation it holds, for any other busmess purpose or for nmy personal mterest, - [ will not provide anyone
else with access to SP-ICE e.g., by sharng my account details or allowing use by others when I have logged
m - My usage of SP-ICE will be montored by the Trust and NHSBT and mformation so gathered may be
id  passed to my line managers, and/or used as evidence m the event of a breach of these rules. - T will mamtain
proper password security by choosing a complex password, not revealing 1t to anyone and changmng it as
required. - I understand that the references to personal, confidential, and special category data m this
application are for information only and do not absohve me from my obligations under Data Protection
Legislation. - Should nv employvment be termmated or my work in relation to SP-ICE discontinue for any
&mdcrmnd that I will continue to be bound by this Confidentiality Agreement.
Accept

e If you have access to more than one location/hospital, select a location to continue.
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Administr;

Blood and Transplant

Select a location

Yo need b select 3 location bo continue,

Location [ipjg, lect a location)
iFie =

ation)

The ICE Desktop Search window is now displayed.

Displays which hospital the user has logged into and their username

Blood and Transplant

User:MOULOOO2

Search Yalue |

Search Type " WHS number € Patient name € NHSET Number © Date of birth  Advanced Search

| Search for patisnt |

Lists awailable: | My Patients -

My Patients ‘

Show Form Data Make Defaulk | Remove | Clear All Filkers | Print | Export | Mave [ Capy | @ Refresh El
HSBT No. Surname + Forename DOB Sex NHS Number Ward Chinician
[ ] [ =1 [ ]

Administration tab is only available to NHSBT and Hospital administrators
Manuals tab is only available to NHSBT administrators

Latest reports are only available to users and administrators who can file

This window can be used to:

4.2

Search for a patient record — using “Patient Search”.

View Patient Reports — view sample receipt and reports for the selected patient.

View Reports by Location — displays the reports for a selected location for unfiled and
filed reports.

Latest Reports by Location — displays the latest unfiled reports for a selected location.
View Cumulative reports — displays all the previous anti-D/c quantification results or
titration results.

Create patient lists — using “Patient Search”.

Viewing sample receipt & patient reports, and printing patient reports

Search for a patient using NHS Number, Name (just “surname” or “surname, forename”),
NHSBT number or Date of Birth (dd/mm/yyyy). The radio button moves depending on the
value entered into the field. You can search by hospital number using the following format
hospital number-Location Code (the location code is the Hematos/NACS Code). The hospital
number/s is linked to the NHSBT number and can be viewed in the “See Case Note
Numbers” see over.

Enter search criteria in the Search Value field.
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e Selectthe Search for a patient button. If a single patient is found, they will be displayed,
if multiple patients are found they will be displayed in a list. If patient records have been
merged in Hematos the patient may have more than one NHSBT number.

INHS |
So*k i"EJE Blood and Transplant e

?,p‘

Search value [resT | [ search for patient__|

Search Type " NHS humber @ Patient Nams  NHSET Mumber  Date of Bith  Advanced Search Lists available: | My Patient List =

s\ ‘Ward List My Patients
*a
Search Results Print I Add To List I

¢ An advanced search is available which enables you to enter multiple search parameters.

INHS|
*‘l’g =»=2] Blood and Transplant 0 ML

#** | C E Search Yalue Search For patiznt
PIREE RS Lists avalable: | hly Patients -

Search Type " WHS rumber € Patient name

My Patients

Advanced Patient Search

T S————r print | Export | Move | Copy_| LT Refresh
NHSBT No. | Surname ~ NHS Number | Ward | ciinician \
— 2 I

No records to display,

sl ‘@ Female

Perform Advanced Search

e Select the patient from the resulting list by highlighting the correct record. The selected
patient demographics are displayed at the top of the window.

Patient Mame:  PATIENT TEST MHSBT Mumber: 5502476547 Sex;: Male == Back
*** suncuest, JEEL af Birth: 01 February 1969 MHS Murber: Mo NHS Mumber 4
*** I C E Address: This data has been suppressed Yiew Details |t AU

Please select an application

Hows that you hawe sslected a patient, pleass chonss the sppropriate application From the menu on the left.

e Once the correct patient has been selected click on the View Patient Reports icon.
Sample receipt and / or patient reports are now displayed in most recent sample date
order.

e When a sample has been received by NHSBT and booked in by the laboratory a Sample
Received notification will appear (see top row below). Once testing has been completed
and the report produced, the sample notification will be overwritten by the report and the
date Reported will change.

Fiter by speciaty | [Mpecabies] v/ ) Stiow reports from
= S0 1] [A8 ricare = Show | Al reports v
Tnvestigation |1/ 17 vestiy 7 IClear]
» [ Search | et st [1 V] reports.
Reporting Requesting User
nmn-m—_—mm
\iew Patient Reports| F USSE30S031407Y 10 ug 2020 11 Aug 2020 11 Aug 2020 15:26
i ] F ammm group, . ms« USSR 24 Sep 2014 28 Sep 2014 26 5ep 2014 16:55.
[] ¢ E “ABOJRHD group, - Tdsh US9E30S020025H 203 2013 23Jn 2013 23 Jun 2013 18:53
[ ] v F ABOJRhD group, Ti6M 0596305037363€ 20 Jun 2013 21Jun 2013 23 Jun 2013 18:41

e This sign @ jndicates that the sample has atypical results e.g. red cell antibodies have
been detected.
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e ltis possible to see if a report has been viewed, filed or amended in the “Viewed Status”
column see screenshot below —
Viewed Status column

2|
Viewed m—
Unviewed4

Amended _>|-_;‘il

Filed mu— o TIJ] <= Initials of Filer

¢ If there is more than one page of reports use the Earlier reports and Later reports
buttons respectively. You will only be able to view reports for locations (hospitals)
that you have been granted access to i.e. those that are sharing reports with your
location or all locations.

e To view an individual report highlight it by clicking the left mouse button. The patient’s
report is displayed.

e To navigate between earlier and later reports when viewing an individual patient report
click on the “Previous report in list” and “Next report in list” arrows (these arrows are
greyed out when there is only one report).

¢ A summary of the information displayed on screen can be printed by clicking on the “Print”
button.

Please note: A subset of results for RCI requests will be displayed within the Sp-ICE
browser with a link to the PDF report. For H&I and CMT (SCI) requests there will be a
link to the PDF report. If no sample collected date was provided with the request the
PDF report will state “No date given”, however the dataset will report the ‘Collected’
date as the ‘Received’ date.

Patient Name: PATIENT TEST NHSBT Number: 5502476547 Sex: Male << Back

*”I' * LSS Date of Birth: 01 February 1969 NHS Number: No NHS Number i
?i* I C E Address: This data has been suppressed view Details R SIS
<|  Fe | Fesne| > sack | < comutive| 5| e | vide |t T |
1 L'} 1
= Reported I Specialty Location EIiniciJ Status
= 14 Mar 2017 11:27 RCI Reference RATOL """"“n“"““"'h““'*l F

Additional information is available For this repart
& RCIReport (14 Mar 2017 12:04

A limited data set is displayed below. For full test results you must open the FOF report by clicking the Tink above.

- Sample % (Patient) Collected 12 Mar 2017 00:00 Received 13 Mar 2017 11:15 I

e Please note for CMT (SCI) reports and H&I Stem Cell Summary reports the report is not
sample based but represents a summary of information from multiple requests. In these
cases the collection and receipt date are generated from the date the summary report
was reported by the NHSBT lab.

e To print the full report, you must access the PDF — see below. Please do not print the
limited data set on the web browser particularly as the number displayed in the top left-
hand corner of the print out, labelled as the Hospital Number is the NHSBT number, (this
will be amended in a later version).

e To access the PDF report(s) click on the hyperlink(s). The PDF link displays the date
reported.
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Leeds - Post Room MFP

Help ()

**k LUEio | Date of Birth: 01 February 1969 MHS Mumber:
*i* I C E Address: This data has been suppressed Frinter: i Eroperties advanced

Copies: |1 = ™ Prink in grayscale (black and white!
<] rie || 5] [ se | <] cumiate 51 <P e :
Pages to Print Comments & Forms
= Al IDocument and Markups j |
=y Reported Spedialty Location  Cin | & Copertpage
= 14 Mar 2017 11:27 RCI Referance RATOL STA
€ Pages i

Scale: 96%

Additional information is available for this report b (o @S

* RCIReport (14 Mar 2017 1204 8,27 x 11,69 Inches

Page Sizing & Handling (i)

I EIE Sige B:D Poster | @ Multiple | E Boaoklet |

" Fit
 Ackual size

@ Shrink oversized pages

Sampiene: =31 " Custom Seals: [100 Yo

Ne3ET MG SSI

fi el Mg THEre I Choose paper source by PDF page size
ERiro Moo e
g et

¥ Print on both sides of paper
& Fliponlong edge ¢ Flip on short edge

asmoen ' Orientatian:
A RND positive

@ Auto portrait flandscape
" Portrait

o au
Type “Spacany gy

- — = " Landscape

Page 1 of 1

ET) AR T

Seiect ABD. D and K compatitie, ¢~ K- red oail unts for crommatehing by AT
TR Daent Raz DrEOUTY Seen T/Ted 32 CecEraes

e The PDF is displayed in Adobe viewer where you can do the following:
o Save the PDF report to a local drive.
o Print the PDF report to a local printer (see above).
o E-mail a link to the PDF report to another person.
Note: The position and appearance of the ‘Save, Print & E-mail’ icons will vary dependent
on the version of Adobe in use.
e Itis possible to copy and paste the PDF report.

Please ensure you comply with NHS data security guidelines when sharing patient information.
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Patient Alerts

Patient Alerts have been configured so that Patients with clinically significant Red Cell
Antibodies and / or Special Blood Requirements are easily identifiable. These patients will be

displayed with a Warning Triangle in the first column

*** suncuest

o User:DA
fors o4 I C E° Blood and Transplant =
* Search Value |k35‘ X ] [ Search for patient |
Search Type () NHS Number (®) Patient Name () NHSBT Number () Date of Birth  Advanced Search Lists available: | My Patient List V‘
’\ [ Ward List I My Patients ]
Patient Search
Secarch Resuts
Administration
NHSBT No. Surname Forename DOB Sex NHS Number List
[a)
a A ! 5502483843 TEST A 01/01/1988 F O
Whiteboard 1 5502483894 TEST B 01/01/1981 M O
Configuration 5502483931 TEST c 01/01/1982 F O
5502488599
w ! HOSPBBE-RHQHH TEST COMPLUS 01/01/2001 M 0O
Patient List 1 5502483958 TEST D 01/01/1983 M O
Administration 1103829618 TEST DONOR 01/01/2016 M O
1103811178 TEST DONOR3MAY2015 03/01/2015 M O
! 5502483974 TEST E 01/01/1984 F 0O
Add/Edit User ! 5502483982 TEST F 01/01/1985 F 0O
,’ 1 550248407~ TEST G 01/01/1986 F I
- 5534142226 TEST GENOTYPE O
Add/! f_:’;nfz nical 5502472976 TEST IMPORT41 01/01/1974 M O

The following Patient Alerts have been configured:
Red Cell Antibodies:

e Anti-Fya, Anti-Fyb, Anti-Jka, Anti-Jkb, Anti-K, Anti-k, Anti-Kpa, Anti-Kpb, Anti-Lea, Anti-
Leb, Anti-Lua, Anti-Lub, Anti-M, Anti-N, Anti-S, Anti-s, Anti-U, Anti-D, Anti-C, Anti-E, Anti-
¢, Anti-e, Anti-Cw

Once a listed antibody has been detected and reported by NHSBT, the alert will remain on
the patient’s record.

Special Blood Requirements:

CMV negative products required
Irradiated products required

Washed products required

Washed and irradiated products required
IgA deficient products required

Sickle neg Rh matched products required
HEV negative products required

o O O O O o O

These alerts only display if the hospital has informed NHSBT and can be removed by NHSBT
on request. Selecting a patient with an alert will display the following:
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User:MOULODDZ

Please select an application

how thik wou hawe selected a patient, please chonse the appropriate applcation from the menu on the left,

e Clicking on the Warning Triangle - displays the alert assigned:

**k sunguest.

#+* Alerts for patient TEST TEST -- Webpage Dialog

3 The following alerts are assigned:

Patient Search

Administration

{@2 ~

Whiteboard
Configuration

e Clicking on the X closes this screen.
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Cumulative Reports

Cumulative reports are available for titration or quantification results. It is possible to see all
the previous anti-D/c quantification results or titration results for a pregnancy (providing you
have access to the appropriate locations). It is possible to produce graphs showing the
cumulative results.

o Select the “Cumulative Reports” icon from the left hand tool bar or the Cumulative button

in the individual report.
<< Back
View Dcta:I; User:MOULOOO2

Patient Name:
Date of Birth:
Address:

PATIENT TEST NHSBT Number: 5502476547
01 February 1969 NHS Number:  No NHS Number
This data has been suppressed

Sex: Male

suncuest.

ICE

< File | Fi\e&Nextl = Back | < Cumulativel = | Prink | Hide | Audit Trail |
Reported Specialty Lo on Clinician Status
~ 14 Mar 2017 11:27 RCI Reference Ry C—— F

Additional information is available for this report
& RCIReport (14 Mar 2017 12:04

A Timited data set is displayed below. For full test results wou must open the POF report by clicking the Tink abowve.

ABO/RhD group
ABO/RhD group
Antibody Information
Antibody Specificity J*
Type
Technique
Sample Type
Anti-c Quantification
Antibody Information
Antibody Specificity *

| sample T J{patient) Colected 12 Mar 2017 00:00 Received 13 Mar 2017 11:15

A RRD positive

Anki-c

ALLD

1AT

Plasma

4 TUjml

Anti-K

e The cumulative view is displayed. If accessing through Cumulative button in the individual
report, the Back button, takes the view back to the individual report view. The Print
button is used to print out the results cumulatively (the number displayed above the
barcode in the top left-hand corner of the print out is labelled as the Hospital Number but
is actually the NHSBT number, this will be amended in a later version). The “Next” and
“Previous” arrow buttons enable the user to view earlier or later results — it is possible to
view a maximum of six results with the latest result on the far right of the screen.

Patient Name:

PATIENT TEST
01 February 1969

NHSBT Number: 5502476547
NHS Number:  No NHS Number

Sex: Male

<< Back

View Details QIR TTTTES

2 This data has been suppressed
| il;ILI ESS Cumulativel

™ Match up test results across investigations

Print Profile: Tests Only Yiew

IMPORTANT: This is a numerical summary of results for a sample (UP TO AND INCLUDING the 'Date taken' shown in the column header). To see the complete information for a
specific result you MUST open the report PDF.

Sample Taken

P 3 11 Mar 12 Mar 13 Mar
Investigation/ Test Range Units 2017 2017 2017
Antibody Information
Anti-c Quantification 1/l 0.2 16
Anti-K Titre 4 15 128

End of report.

e To view, save or print a graph select the individual antibody information (Quantification or
Titre).
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The results will appear in tabular form, select graph.

Patient Name:  PATIENT TEST NHSBT Number: 5502476547
Date of Birth: 01 February 1969 NHS Number:  No NHS Number
Address: This data has been suppres:

Prof

sed
il;lLlil Curulative Print

[ Match up test results across investigations

Date \

Tests Only View

IMPORTANT: This is an g Antibody Information - Anti-K Titre for TEST TEST -- Webpagr
specific result you MUE |2 | hitps:jjeditest.nhsb.nhs.ukficedesktop/dotnet ficedeskkopjReparti

log

ultHistoryFrame, aspx?pa

Investigation/ Test

Antibody Information
Anti-c Quantification
Anti-K Titre

Anti-K Titre -

Sample Collected Date

11 Mar 2017 00:00:00
1z Mar 2017 00:00:00
153 Mar 2017 00:00:00

Graph I

‘https:f,ieditest.nhsbt.nhs.uwwcedesktopIdotnet,ﬂcedes)&opIReportinijes|—,' "J Internet =

Frint | Close |

The individual graph appears.

Patient Name:
Date of Birth:
Address:

PATIENT TEST NHSBT Number: 5502476547
01 February 1969 NHS Number: No NHS Number
This data has been suppressed

Sex: Male << Back
-
Jser:
View Details ity
n in the column header). To see the complete information for a
Sample Taken
_ 11 Mar 12 Mar 13 Mar
LRIt 2017 2017 2017
1UimL 0.2 4 16
4 15 128
Sex: Male << Back

View Details S50 TR ES

[ anti-k Titre x| T Filter By Twestigation? mation for a
Adm Test TEST
Fobons = e
Anti-K Titre 13 Mar
11 Mar 2017 00:00 4
140
12 Mar 2017 00:00 16 16
128
13 Mar 2017 00:00 128
112
34
56
X 2
™ Timeline graph
7 Show mean o /
Hukple Gropfs... | 11/03/2017 00.00 12/03/2017 00:00 13/03/201700:00
‘Sample Collected
""" Lower Range Upper Range = Value
Print... Close

1 Graph For TEST TEST -- Webpage Dialog

x|
Lid=gsr ™

Graphs can be printed using the print button.
You can select “Multiple Graphs”
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e From the multiple graphs view you can select individual tests using “Add” or all tests
using “Add All”

Patient Name:  PATIENT TEST NHSBT Number: 5502476547 Sex: Male << Back
Date of Brth: 01 February 1969 NHS Number: No NHS Number -
User:MOULODDZ

Address: This data has been suppressed View Details
x|
L1

ebpage Dialo

rmation for a

|4nﬂi')odi Anformation
Add =

11

Add Investigation >3 13 Mar
2017
1
Add Al ==
[alue Range 16
o Maximum 128
- < Remaove 28

- Minimurm

<« Remaove Investigation

<=< Remave Al

Date Range (

Sawve Profile...

Load Profile...
Cancel

— | ¢

Maximurn of 8 tests

Graph Option|

Hidden N I Timeline gre
F

I show mean

Multiple Gre

e Click “OK” and the selected graphs will appear on one page
¢ From the multiple graphs view you can select a date range.

) Graphs For TEST TEST -- Webpage Dialog L x|

Test TEST

Antibody Information - Anti-c Quantification

20
16
Maximum 2 12
Minimurn 3
Reset I Refresh 4
Date Range (- 0
11/03/2017 00:00 11/03/2017 12:00 12/03/2017 00:00 12/03/2017 12:00 13/03/2017 00:00 13/03/2017 12:00 14/03/2017 00:00
Start Date |11 Mar2017 | [@ Sample Collected
End Date | 13 Mar 2017 g
= Antibody Information - Anti-K Titre
Reset I Refresh 140
112
Clicking on a graph selects it and 84
enables the Value mage’ controls for
that graph.
56
28 P
—
.
0
11/03/2017 00:00 11/03/2017 12:00 12/03/2017 00:00 12/03/2017 12:00 13/03/2017 00:00 13/03/2017 12:00 14/03/2017 00:00
Sample Collected

L« |

Change... I Print Close
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Amended/Updated Reports

If a report is amended, the original PDF report will be replaced by an amended PDF report

and the “Viewed Status” icon will change to - 2 . Reports may simply be amended (i.e.
overwritten) because they have been reprinted W|th|n NHSBT even though the actual report
has not changed. If a report has been changed, the updated PDF report will state “amended
report”. NHSBT will contact by telephone the Lab Manager/deputy from the referring location.

4.2 Search Options

It is possible to set up a customised profile that includes hospitals that you would regularly
view results for other than your log in location. You can set this profile as your default search
locations.

e Select “Tools” & then “Personal Details” from the tool bar.

INHS
?*# i"EJE Blood and Transplant User:MOULODDZ
+

Your personal details

Personal Details
You are only able to amend your Bleep Number. If any other details are incorrect, please contact your administrator.

Ful bame oooez

Initials ]

Description wser

Bleep Mumber I— Amend your Bleep Number I
Toolbar Settings

Defaul Toolhar Panel [administration =]

Defaul Panel TtemiHomePage [Patient search Page =] Save Home Page
Location/Latest Report Settings

Default Search Source IRequesting Location x

Default Search Prafile Im _I Save Default Search

Open the webpage dialogue box next to the “Default Search Profile” (i.e. click J )
Select “Add Profile”.

INHS |
¢I¢ quJE Blood and Transplant User:MOULODOZ

Your personal details

Personal Details

You are only able to amend your Bleep Number. If any other details are incorrect, please contact your administrator.

2} Location Profiles -- Webpage Dialog

Ful Name
2 | hitps: ffeditest. nhebt.nhs ukcedeskkop/dotnet/l Js/UserLacationProfiles, asp<PID—A4B 17360 ¥
Initials
Description Profiles
Bleep Number Profile Active ‘
Frofile contains || and profils is currently sek to | Al -

Toolbar Setti
aoSar Serhnge Please use th search criteria sbove to find locations,
Default Toolbar Panel

Default Panel Ttem/Hom

Location/Latest Report Settings
Default Search Source

Default Search Profile

Add Profile _

Close:

[ttps:ffeditest.nhsbt. nhs. uk/icedesktop/dotnet ic serlocationPr| ] Internet EEE

Controlled if copy number stated on document and issued by QA
(Template Version 03/02/2020)

Page 17 of 37



INF828/10.2 — NHSBT Specialist Services Electronic NHS|

Reporting System (SP-ICE) User Guide Blood and Transplant
Copy No:
Effective date: 02/08/2023

e Type in a name for the profile e.g. Local hospitals. Select location from the drop down list
and select “Add Location”, repeat for each location required.
o Select “Save Profile”. Close Webpage dialogue box.

9:"* -+ Blood and Transplant
U-.:»:—MMIJULIJIJDZ
»=|CE

Your personal details

Personal Details
You are only able to amend your Bleep Number. If any other details are incorrect, please contact your administrator.

a Location Profiles -- Webpage Dialog

Full Name
& | https:/feditest.nhsbt,nhs. ukjicedesktop/dotnet ficedeskbop/kools/UserLoc ationProfiles, aspxPID=A4B179BL ~ -

Initials

Description Create/Update

Blesp Number Meme:  [Local hospial _
adive: W

Toolbar Settings
Lacation

Default Toolbar Panel

Add Location Ig

U profile,

Default Panel ItemiHor

Location/Latest Report Settings
Default Search Source

Default Search Profile

Concel | save Profils _
Close

5K >
hitps:{feditest|SkL12 pﬂdotnetficedesktopﬂtoolsﬂUserLocat\onPrc’—r Jlnternet E 351

e Select required “Default Search Profile” from the drop-down list and select “Save Default
Search”.

e Administrators can change the “Default Toolbar Panel” from “Administration” to
“‘Reporting”. Selecting anything other than “Reporting” or “Administration” from the drop-
down list will have no impact.

INHS|
i*k == Blood and Transplant S
n=|CE

Your personal details

Personal Details
You are only able to amend your Bleep Number. If any other details are incorrect, please contact your administrator.

Full Pame IMOULDUDZ
Tnittials IEM

Description INHSBT
Blesp Mumber I Amnend your Blesp Number I

Toolbar Settings
Default Toolbar Panel IAdm\mstratiDn 2
Default Panel ItemjHomePage IPat\ent Search Page hd Save Home Page

Location/Latest Report Settings
Default Search Saurcs IRequestlng Lacation =
Default Search Profile ILOCa| hospitals > _I Save Default Search _
My Location
|My Login Locations
[Local haspitals ] -

e Log out of Sp-ICE and log back in to check that the default settings have been updated.

The View Latest Reports and View reports by location screens have various search options see
screenshot below.

Controlled if copy number stated on document and issued by QA
(Template Version 03/02/2020)

Page 18 of 37



INF828/10.2 — NHSBT Specialist Services Electronic
Reporting System (SP-ICE) User Guide

NHS!

Blood and Transplant

Copy No:
Effective date: 02/08/2023

Note: Once search criteria are selected for “View Latest Reports” or “View Reports by Location’,
these same parameters are applied when toggling between these screens.

NHSIE
Blood and Transplant

4

User:MOULOO0O2

L4
Requesting Location - A!mm Locafion

Filter by specialty [[all speciafies] B3|

| ™ |[Clear]  Ghow reports up to [p4/03/2017 El
" Show reports from |19/03/2017

I~ Show reports for last [E=] days.

—v
3

|Requesting Clinician

| [ cinicians Show |4l reports -
- 5 \ N .l eoorts
| ™ [Clear] Tnvestigation [\infilod reports only

Filed reports only
Search | Pt | last [viewed Reports orly

Patient List | None IL[I:llaar]

==« Earlier reports, | Later reports =2 |

Linviewed Reports only
Requestin|Amended Reports onl
-

No records found

arts “mﬂm NHSBT Number m Investigation Requesting Clinician Sample Taken Reported

Enter the required search criteria based on the information in the table below and then click Search.
Please note the search parameters do not update unless you click Search.

Location (1)

Leave as “Requesting Location”

Location (2)

Defaults to users log in location or profile set by user. Select “[Clear]” to obtain “[All
locations]” followed by “Search”, a drop-down list is then available from which to
select an alternative location, once selected click on “Search”.

Filter by Speciality

Select speciality from drop down list.

Clinician (3) Leave as “Requesting Clinician”
Clinician (4) Leave as “All Clinicians” or open web page dialogue box and search for clinician
Patient List Leave as “None”

Show reports up to

Select the radio button and enter the date up to which you wish to display any
available reports (this is the default option and is automatically set to the current
date)

Show reports from

Select the radio button and enter the date from which you wish to display any
available reports

Show reports for
last x days

Select the radio button and select the number of days from the drop-down list for
which to view previous reports

Show

Select option from drop down list:
e Allreports — displays filed, unfiled and amended reports
e Unfiled reports only (not available on View Latest Reports)
o Filed reports only (not available on View Latest Reports)
e Viewed reports only
e Unviewed reports only

e Amended Reports only

Investigations (5)

Use to filter investigations/tests — see next page.

Print last x reports

Do not print from this option it does not print the full PDF report
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Filter by Investigation

Select ‘View Reports by Location’ or ‘View Latest Reports’
Click into the Investigation box and type in a letter e.g. ‘H’ (5)
All investigations that include the letter H will be listed in the drop down
Select the desired Investigation and click ‘Search’
o H+I Disease Association will display just the HLA B27 results
o Typing the NHSBT function will display all reports for that function e.g. ‘H+I’ will
display ALL H&I reports, ‘SCI’ will display ALL SCI reports
e Searching by ‘Sample Received’ in the Investigation field will return samples that have
been booked in by an NHSBT laboratory

NHS|
Blood and Transplant

IRequesting Location =i ioeationst » [Clear] (% Show reports up to |D4,|'01,1'2013 E
" Show reports from I30.I'12,l'2012 J
Filter by specialty I[AII specialties] Ed| " Show reports for last IE days.
Requesting Clinician j |AI\ Clinicians J Show IAH reports vl
Patient List | j/one + [Clear] Investigatio" H| ILl[lilear] h
Search | Pri: | last HtlDisease Association
H+ Repart
=<2 Eatlisr reparks | LLater reparts =k | Requestin ABOIRND aroup

,
110 [ @ ] B | s | oorimier | tone | 5o | 0 | ot | teneng PO R

Please note: If you wish to change, your search parameters after using the Investigation field you
MUST click (Clear)
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Filter by Speciality

o Select ‘View Reports by Location’ or ‘View Latest Reports’. Click ‘Filter by speciality’ drop
down.
e Select the desired Speciality and click ‘Search’.

Department | Speciality Report Dates

RCI All RCI referrals (latest report only). Excluding routine 315t Oct 2006 — 8"
antenatals and antibody cards. Nov 2011
All RCI referrals Nov 9" 2011 — 27™

Nov 2013

RCI reference From 27" Nov 2013
RCI antenatal From 27" Nov 2013
Transplant titration From 27" Nov 2013

RCI/IBGRL | RCI reference or antenatal with linked IBGRL genotype report. | From 27" Nov 2013

RCI/IBGRL | RCI reference or antenatal with linked IBGRL red cell report From 8" May 2014

IBGRL IBGRL, all fetal blood group genotyping from maternal plasma, | From 27" Nov 2013

Molecular full genotyping (for common blood group antigens), Rh

Diagnostics | genotyping, paternal RHD zygosity testing and fetal sex typing

H&I H&I Haematology From 28" Nov 2012
H&I Cardiothoracic Transplantation From 28" Nov 2012
H&I Granulocyte Immunology From 28" Nov 2012
H&l Liver and Visceral Transplantation From 28" Nov 2012
H&I Renal Transplantation From 28" Nov 2012
H&l Solid Organ Transplantation From 28" Nov 2012
H&I Transplant Haematology From 28" Nov 2012
H&l Platelet Immunology From 28" Nov 2012
H&I Corneal Transplantation From 28" Nov 2012
H+l - Stem Cell Summary From 31 July 2015
H+| Immunogenetics From 31° July 2015

CMT (or SCI - Donation From 31 July 2015

SClI) SCI - Final (Stock) From 31% July 2015
SCI - Transplant (issue) From 31 July 2015
SCI - Post Transplant Follow up From 31 July 2015

¢ If the expected report is not displayed against a specific H&I speciality use the Filter by
Investigation search process.

Blood and Transplant
[Requesting Location =] | 411 ocations] ~ | [Clear] @ Showreports upto [osjoszots [
" Show reports from |19I09I2013 _I
LI " Show reports for last IE days.

Filter by specialty I[

J Show IA\I reports vl

[Clear]

IRequesting Clinician IR [ s
RCIReference
HaI Haematology
H&I Cardinthoracic Transplantation
H&I Granulocyte Immunology
H&I Liver and Yisceral Transplantation

=== Earlier reporks | Later reports == |Hal Renal Transplantation
H&I Salid Grgan Transplantation

H&I Transplank Haermatolagy
T

H&I Corneal Transplantation
No records found RCT Ankenatal
IBGRL
Transplant Titrations
H&I Immunogenetics
Elood Scignces
NES
Unknown Other

Patient List Investigation 4 (nvestigations

Primt: |Iast 0 *| reports.

Requesting User |
IE Investigation Requesting Clinician m
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4.3 Viewing Reports

Viewing Reports by Location

Select the “View Reports by Location” icon. Reports from the user’s default location are
displayed unless they have set their own profile. To change the default location, select clear,
select new location code from drop down list, select search. The process to view a report is
identical to that previously described in “View Patient Reports”.

Viewing Latest Reports

The main benefit of using “View Latest Reports” is that it can be used as a tool to view the
most recent reports for a specific location as they are received. All new reports will be
available through this view until the report is “filed”. Once a report is filed, it is automatically
removed from the “View Latest Reports”.

PLEASE BE AWARE - If a report is filed it will no longer be viewable through “View
Latest Reports”.

Select the “View Latest Reports” icon. Ensure the correct location code is selected from the
drop-down list. The list of reports for the selected location is displayed. Patients reports are
accessed as previously described.

4.4 Filing a Report

User accounts can be set up with or without access to filing reports for their log in location/s.
For those with access to filing:

e Ensure you either initially log in to the location you wish to file for or change locations

using the change location option by hovering over the current hospital location (Hosp A in
the example below).

=101 x|

Change location

Change user / log off Lser: Test

User 1

e Access “View Latest Reports”.
e Select the patient report to view

e Selectthe File buttonil =1 |FHE&NE>¢|:|

e The following message is displayed:

aFile a report -- Webpage Dialog x|

Are you sure you want to file this report?

| Do Mok File | Ves, Flle This Report |

¢ If you select Do Not File, you will be returned to the report. If you select Yes, File This
Report the following dialog box is displayed:
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g File a report -- Webpage Dialog 5[

Flease select a reason for filing this report:

IReport has been actioned B4 |

Do Mot Fils | File I

Select the correct reason for filing the report and select file.

Un-filing a Report

Select View Reports by Location from the tool bar
Select the location for which you wish to display reports and ensure that the Show is set
to “All reports”.

e Select “Search” to display available reports. Both filed and unfiled reports for that location

will be displayed. A report that has been filed will be marked by the filer’s initials in the
fourth column. Information relating to who filed the report and the reason for filing can be

seen if you hover over the initials.

Blood and Transplant n

Fraquesting Lacalien =l Hospa = [Chear] * Sty reptts up to r.w:;:u ]

T shoaw reports rom |- 1 o

Tilber by specialty | 20 spscistias] | " Shaw reparts for kst days.
[Rrmsesting Chricion =] |21 chricies ] shaw [/ repors
Potient LIt wione = [Clrar] Inwestigation 3 stipabons = [imar]
Sparch | Firt | st [2 FEpLats,

ﬂmﬂﬂmm“ﬂ“m | metingChotan | Saple Takun | Revert
F SEATA (o) Lo AR oy, HCRD OF DLGOD TRARSFLUIEION M Jn 2011 08 1sn 0 12
'31 F BRI r 130anwse fmrhf-'l?m-- HERD OF OLGOD TRARGPUEION 05 T 2012 08 1sn 3012
F 5324 " 1702 B B Ry 10 HERD OF BLTOD TRARSFIRIO0N 0 T 20T s Jsn 2012
F 55374 F [HICTI] BTG BRI QP TR HELD OF BLCOD TRARGALIEION 05 T 2012 [0 1m0 12
3 BEAR: B F ZANAT] BT BERO Sl e TR HELL OF BLECD TRARNSPUSTON L] B Z
#  TL F SRZET F elaanE BB ATy 4o HELD: OF BLOOD TRARSAIEI0N 05 Jn 2012 O Jmn 2042

Filmd S2 Task Lher L CTek User 1) 24 220032 12221
Faon: Report Fas been schiored

o Select the filed report and then select “Unfile”.

Ly | LInFile | File &Nextl = | Back | e | Cumulativel = | Prink Audik Trail

= Reported Specialty Location Clinician
= 09 Jan 2012 18:12 RCI Hosp & HEAD OF BLOOD TRAMSFUSION (Mot Specified) F

Statu:

EI Filed by Test User 1 (Test User 1) at 24 Jul 2012 16:45, Reason: Report has been actioned

Windows Internet Explorer x|

\?/ Are you sure wou want ko mark this report as unfiled?

Cancel I

e Select OK

o Report is again available through the “View Latest Reports”.
4.5 Audit Trail

There is a full audit trail of report access.
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Patient Marne: TEST TEST MHSET Mumber: § ] See Case Note Numbers Sex: Female

Date of Birth: 24 January 1985 MHS Mumber: Mo NHS Number

< | Urffile | File: &Nextl = | Back. | < | Cumulativel :>| Print | Audit Trail | «

- Reported Specialty Location Clinician Status
= 20 Aug 2012 14:51 RCI T146M KIELY, BARBARA (Mot Specified) F

I:l Filed by HA Testl {Test Test) at 22 Aug 2012 11:23, Reason: Report has been actioned

Additional information is available for this report
® RCIReport (20 Aug 2012 @Audit Trail For Report 099131 10201055 -- Webpage Dialog

22 Aug 2012 11:24  HA Testl Test Test Report viewed
22 Aug 2012 11:23  HA Testl Test Test Report viewed

Sample 09913110201055 (F 25 4iq 2012 11,23 HA Testi  Test Test Report filad
ABO/RhD group 27 Aug 2012 11122  HA Testl  Test Test Report viewed
ABO,/RhD group 27 Aug 2012 11:21  APLIOODOL  Heather aplin Report viewed
Antibody Information 22 Aug 2012 11:21  APLIOOO1  Heather Aplin Report viewed
Antibody Specificity 2z aug 2012 10:26  mellor0009  NHSBT Gardon Mellor Report viewed
Type 22 Aug 2012 10026 mellorD009  NHSBT Gordan Mellor  Report viewed
Technigue 22 Aug 2012 10:26  mellord00®  NHSBT Gordon Mellor Report viewed
Sample Type 22 Aug 2012 09:29  APLIOOOL Heather Aplin Report viewed
Anti-D Quantitation =~ £Z Aug 2012 08:07  kiely0001  Barbara Kiely Report viewed
antibody Information 21 Aug 2012 16:05  APLIOOOL Heather Aplin Report viewed
Antibody Specificity 21 Aug 2012 14:20  APLIOOOL Heather Apl?n Report v?ewed
Type 21 Aug 2012 14:20  APLIOOOL Heather P.pl!n Report v!ewed
Technique Z1 Aug 2012 14:09  APLIOOOL Heather npl!n Report v!ewed
Sample Type 21 Aug 2012 14:08  APLIOOOL Heather Aplin Report viewed
- - 21 Aug 2012 14:07  APLIOOOL Heather Aplin Report viewed
Anti-K Titre R e . o - . .

Username | Full Mame
A Timited data set is ¢

Report has been actioned.
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4.6 Creating & amending patient lists
Adding a patient to a List

Search for a patient as in section 4.3.
Select a list from the ‘Lists available:‘drop down list e.g. ‘My Patients".

suncuest.

ICE

User;MOULDDD2

Lists available: My Patient List -

ke
?,p‘

Blood and Transplant

Search For patient I

Search Type ' NHS humber ' Patient Name € NHSBT Mumber O Date of Bith  Advanced Search

Search Yalue |test | ‘

I ol
(CMY negative product required

Ward List My Patients

NHSET Antibody

Search Results

NHSBT No.

Surname
TEST

Forename

DOB

NHSET Antibody lisk GSTS
Special Requirements
Sex  NHS Number

—/

Click on the ‘List‘ box to tick.

A o1401/1388 F

°
H ‘ H ‘
e Click the ‘Add to List' button.
suncuest.
Blood and Transplant
search value [fest | [ search for patient
Search Type " NHS humber @ Patient Name ¢ NHSET Mumber  Date of Birth  Advanced Seard] Lists available: | My Patient List =
Ward List My Patierts
Search Results print |_Add To List_|
NHSBT No. Surname Forename DOB ex  NHS Number List |
[ ) 5502483843 TEST A 0101/1988 F Hed

Patient appears on list e.g. ‘My Patients'.

User:MOULODO2

**k i"EJE Blood and Transplant

*** Search Value | [ Searchfor patient |
Search Type " WHs rumber © Patient name € NHSBT Number © Date of birth  Advanced Search Lists avallable; | My Patients -
My Patients ‘
chow Form Data I Mcke Defauk | Remove | Clear allFiters | print | Export | Move | Copy | 17 Refresh
NHSBT No. ‘ Surname = | Forename ‘ DOB | Sex | NHS Humber ‘ Ward | Clinician ‘
\ [ ftg =1 [ ]
] TEST A 01j01/1988 Female 3

Removing a patient from a List

Click the box to the far right of the patient to tick.
Click on the ‘Remove’ button.
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4.7 Closing Sp-ICE

e To exit the application, select the Log off button (located at the
bottom of the left-hand tool bar).

e The user can then exit the application completely by clicking on Log
off and close window.

Alternatively
e The user can exit the application but leave it running for someone else to log on by:
o Clicking the Change User button.

OR

o Selecting “Change user/log
off” in the top right hand
corner after hovering over
the hospital location (Hosp
A in the example below).

This will log the user off but display the login screen for the next user

Change location

Change user ;' log off User: Tesk

User 1

Local Hospital System Administration

5.1 Add a new Sp-ICE user account

e Log into Sp-ICE using your local administrator account
¢ Click “Add/Edit user” from the tool bar in the “Administration” tab.

sunguest.

Blood and Transplant

User: Test

LA User

Add/Edit User

Edit User Logon Attributes
Passward rrrrr—

(Change password at nest I
login

Canfirm password

Fassword never expires

User Account is Locked

aan

User is Inactive
User rale [retiro =]
Full name [restiaer
Tnitials o
[ematas lacation chde |
—
Email address [osii el scidess | Invalid Email Address
Languags [engish =]

Edit Account Expiration Details

Description

Eleep number

Sat & start andfor end date for the user account. An empty valus will lsave the
date open-ended.

Start date Clear
End date Clear

User Options
Toolbar Options
El Locations Profile

Allows user to use
workstation's default location

I

(+ou can use the Location Editor under Deskkop Canfiguration to maintain

location details.)
Orgarisation:

Subsidiary:

All Locations

T146M

Select all

Add selected

[1H5 Blood and Transplant

[ [Organisation Locations]

User Profile

Select all
Remove selected

L] 1«

<< Back ko Search

Save Lser

e A screen is displayed where you can either add a new user or search for existing users.

e Click “Add new user...” button at the right of the screen to move from the ‘Existing Users

tab to the ‘Add/Edit User’ tab.

e User name — Enter a user name. A warning will be displayed when you save the user if
the username has already been used (possibly by a different organisation).
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Password — Enter a password for the user (minimum eight characters including at least

one number).

Confirm password — Re-enter the same password for the user.

Change password at next login — You must tick to force the user to change their

password when they login for the first time.

Password never expires — this is greyed out and cannot be changed.

User Account is locked — This will be ticked if the user has locked their account by

entering their password incorrectly 5 times.

User is Inactive — Tick to inactivate a user account.

User role — Select a suitable role for the user from the drop-down list. See Appendix 1 for

details of roles.

Full name — Enter the users Forename followed by Surname:

o This information is displayed when a user has viewed a report.

Initials — Enter the users’ initials.

Description — Enter your Hematos location code. This is not mandatory but is essential

should you wish to retrieve a list of all the users and administrators set up for your

location/s.

Bleep number — Leave blank.

Email address — Enter a valid email address for the user:

o Sp-ICE will display a message if an invalid format is entered.

o If no email address is entered, the user will be unable to receive a new password via
the “Forgotten Password” option. This would then require the user to contact the local
administrator to reset their account.

Language — Defaults to English.

Start date — Enter an active from date for the account. This can be left blank.

End date — Enter an expiry date for the account. This can be left blank.

User:Test

Blood and Transplant LA User

Add/Edit User

Edit User Logon Attributes User Dptions
User name: [Test User Toolbar Options
password [T Bl Lacations Profile
) Allow user ko use [
Confimpassuord - Jesasesess werkstation's deFault lacation
Change password at next = (Vou can use the Location Editor under Deskop Configuration to mainkain
lagin location details.)
Password never expires r Organisation: [1HS Blood and Transplant -
User Accourt is Locked [l Subsidiary: [[organisation Lacations] -
User s Inactive r All Locations User Profile
User role RCI-HFU 3 e
Full name [Test User
Initisls i
Description [Hematos location chde
EBleep number
Email address fvalid email address Invalid Emall Address
Language English -
Edit Account Expiration Details
Set & start andjor end dats For the user account. An empty valus wil lsavs the
date open-ended,
Start date = Clear
End date [ Clear Select al Select all
Add selected Remove selected
<< Back to Search Save Lser

User Options — This is configured at role level by NHSBT, nothing can be changed.
Toolbar Options — This is configured at role level by NHSBT, nothing can be changed.

Expand Locations Profile:

o Allow user to use workstation’s default location — leave un-ticked.

o Organisation — Leave as “NHS Blood and Transplant”.
o Subsidiary — Leave as “[Organisation Locations]”.
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o All Locations — From the left hand column select the location code to which the user
belongs and click “Add selected”. This adds that location to the “User Profile”. Some
users may have more than one location allocated.

o A user MUST have at least one location code within their “User Profile”.

o If a user has a role that enables them to file reports they will be able to do so for any
locations added to the “User Profile” section, when logged into that location.

o Toremove a location from “User Profile” select the location and click “Remove
selected” button.

o Click “Save User” button to save the user account details.

e The screen returns to “Add/Edit User”.

Please note if any details entered are incorrect, an error message will appear in red; make
corrections and click “Save User” button.

¢ Confirm the username to the user and advise them to use the forgotten password option.

5.2 Edit an existing Sp-ICE user account

e Log into Sp-ICE using your local administrator account

e Click “Add/Edit user” from the tool bar.

e Search for the user by Username or Full name selecting “beginning with” or “containing”
from the second drop down. NB tick “Show Inactive Users.”

o A list of administrators and users for a location can be obtained by selecting Description
from the first drop down, selecting “beginning with” or “containing” from the second drop
down, and adding the location code to the search field.

e Click on the username you require to edit

INHS | =
Blood and Transplant

e You have new ICEMail &
Existing Users

Sear(hhylusamama =| Ibeg\nnlngwwth‘..;l

yser H
Full name:
[™ Shaw Inactive Users

username e pon
Test Hospital Admin Test Hospital Admin Test Hospital Admin (DE - 16/07/12) Active
Test Hospital User Test Hospital User Test Hospital User (DE - 16/07[12) Active

Test LA User Test LA User Acceptance Testing Local Admin User Active
Test Merge User Test Merge User Acceptance Testing Merge Liser Active
Tesk User 1 Test User 1 Acceptance Testing User 1 Active
Test User 2 Test User 2 Acceptance Testing User 2 Active
Test User 3 Test User 3 Acceptance Testing Search User 3 Active

e Make the required changes to the user details and click “Save User” button.

Warning — If an administrator removes a location code from their own account, they will be
unable to view user accounts with that location code. Location codes can be re-added by other
hospital administrators with appropriate access or NHSBT.
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5.3 Unlocking a user account

If a user has locked their account by incorrectly entering their password 5 times, then they will

receive a message to contact their local administrator.

e Log into Sp-ICE using your local administrator account

e Click “Add/Edit user” from the “Administration” tool bar.

e Search for the user by Username or Full name selecting “beginning with” or “containing”
from the second drop down (minimal details can be entered and name selected from
resulting list). NB tick “Show Inactive Users.”

¢ Click on the username you require to edit.

e Un-tick the “User Account is Locked” box, the Change Password at next login box is
automatically ticked.

¢ Click “Save Changes” button.

e Contact the user and instruct them to use the “Forgotten Password” option, which will
send them a new password via email (if their account has their correct email address).

[ thewseraccounthasbeentocked. ]

Edit User Logon Attributes = User Options

GraLu Toolbar Options

E Locations Profile

[rer =1
e
—
—

e user account. An empty value will leave the

0 m A
e R =

save changes

5.4 Inactivating a user account

If there is a requirement to inactivate a user account; e.g. because they have left the
organisation or have breached data protection guidelines, then it is the responsibility of the
local administrator to set that account to inactive.

e Log into Sp-ICE using your local administrator account.

o Click “Add/Edit user” from the “Administration” tool bar.

e Search for the user by Username or by Full name selecting “beginning with” or
“containing” from the second drop down (minimal details can be entered and name
selected from resulting list).

¢ Click on the username you require to edit.

e Tick the “User is Inactive” box.

e Click “Save Changes” button.

5.5 Re-activating a user account

An account that was set to inactive can be re-activated if required.

e Log into Sp-ICE using your local administrator account.

e Click “Add/Edit user” from the “Administration” tool bar.

e Search for the user by Username or by Full name selecting “beginning with” or
“containing” from the second drop down, ensuring the “Show Inactive Users” box is ticked
(minimal details can be entered, and name selected from resulting list).
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6.

o | ¥ou have new ICEMail & Hide [%] |
Existing Users
Search by [username =] [beginning with... =
il I Show Inactive Users
ABCDEEGHIJELMNOPRPODRSTUYWXYZ
12
atneme o s |

Test Hospital Admin Test Hospital Admin Test Hospital Admin (DE - 16[07/12) Active

Test Hospital Liser Test Hospital Liser Test Hospital User (DE - 16/07/12) Active

Test LA User Test LA User Acceptance Testing Local Admin User Active

Test Merge User Test Merge User Acceptance Testing Merge User Active

Test User 1 Test User 1 Acceptance Testing Lser 1 Active

Test User 2 Test User 2 Acceptance Testing User 2 Active

Test User 3 Test User 3 Acceptance Testing Search User 3 Active

12

Add new user...

¢ Click on the username you require to edit, as the account is inactive it will be highlighted

in red.

e Un-tick the “User is Inactive” box.
¢ Click “Save Changes” button.

Adding and Editing an Announcement (NHSBT only)

o Select “Tools”.
o Select “System News”.
e Select “Add news or message”.

e
TAF

sungest. | m
|@3 Blood and Transplant S

News and Messages

News Litle Start date End date Allow login Status
Announcements 13{12{2011 00:00 18{07/2012 00:00 Yes Inactive
TEST SYSTEM 21102011 00:00 30f11/2011 00:00 Yes Inactive

#Edd NEws oF message

e Add Title

e Select start and end dates.
Add message (Please note there is no spellcheck but text can be composed in Word,
checked then copy and pasted).

e Select “Update system news item”.

e Announcements are displayed on the login page.
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Edit / Add Message

Title [Annoucements
Start date to activate message 21/04/202312:00  [@ O End date 22/04/202312:00 | [ O
Message Any announcements will be displayed on the log in page
Allow users to logon during this period? [v]
Make this news item active [¥] (unchecking the box removes this item from the news and messages)

Note : Please note that the news is refreshed every 5 minutes for performance reasons, if you are updating a current message it will only
appear within 5 minutes time.

Back to message list # Update system news item

¢ To edit an announcement, select the relevant announcement from the list.
o Edit as appropriate including removing from news and messages.
e Select “Update system news item”.

op - Windows Internet Explorer o s |

Blood and Transplant B o apLIO0D1

News and Messages

News title Start date End date Allow login Status
Hospitals and Science Wwebsite 13/09(2012 10:00 13/09/2012 19:00 Yes Current News
Hospitals and Science Website 13f09§2012 10:00 13§09{2012 19:00 s Inactive
Announcements 12f09§2012 13:00 12f09{2012 14:00 s Passed
Announcements 13f12§2011 00:00 18f07{2012 00:00 s Inactive
TEST SYSTEM 21/10/2011 00:00 30/11/2011 00:00 s Inactive

Add news or message
7. Support Arrangements

NHSBT provide support from 08:00 to 17:00 Monday to Friday, excluding public holidays.
Contact details are as follows:

o Telephone — 0300 2000 173

e Email — service.desk@nhsbt.nhs.uk

Users must not contact the software supplier directly concerning any issues.

NHSBT will notify in advance of all planned system down time and a message will be
displayed on the logon screen.

e For non-urgent results if there is an interruption to the Sp-ICE service, please try logging
in one hour later.

¢ Inthe unlikely event of long interruptions to the Sp-ICE service NHSBT will inform
hospitals of contingency arrangements via normal contingency planning communication
routes.

e For urgent results, telephone your local RCI, IBGRL, H&I or CMT (SCI) department.
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8. System performance and adverse event / incident reporting

e If you experience any system performance issues, please contact your local IT to ensure
there are no local issues affecting your network.

e Itis essential that any software issues or unexpected error messages are reported
(contact details in 7 above) at the earliest opportunity. The priority / urgency of the call
should be made clear. Please note errors in patient data must be reported to your local
RCI, IBGRL, H&l or CMT (SCI) department.

¢ Any sustained performance issues and unresolved adverse events / incidents should be
discussed with an NHSBT Customer Services Manager. A customer complaints /
comments form is available from the Customer Services Manager for written notifications.

9. Software development and new versions

Software development and installation will follow the life cycle described in the International
Society of Pharmaceutical Engineering’s Good Automated Manufacturing Practice (GAMP)
guidance http://www.ispe.org/gamp-5

Software changes may result from a Request for Change (RFCs) which should for non-
NHSBT staff be discussed with the NHSBT Customer Services Manager.

Routine software upgrades will be evaluated by NHSBT for their benefits, validated and
implemented in accordance with an NHSBT release cycle. Essential “bug” fixes will take
priority.

All NHS users will be kept up to date with planned developments through the monthly Update
and the NHSBT website.

10. System back up and archiving arrangements

Sp-ICE is refreshed with new report data on an hourly basis and the entire system is backed-
up each day. In the event of needing to restore the database, more recent data would be
reloaded.

Sp-ICE contains:
e All RCI report data from 9" November 2011.

e The latest report from the most recent RCI sample from 315t October 2006 to 8™
November 2011 for Red Cell Reference and Antenatal Reference reports (excluding
routine antenatals and antibody cards).

e RCI report data with linked IBGRL genotype report from 27" November 2013.
e RCI report data with linked IBGRL red cell report from 8" May 2014.

e IBGRL Molecular Diagnostics reports from 27" November 2013.

e H&I report data from 28" November 2012.

e Reports from CMT (SCI) from 315 July 2015.

There is currently no intention to archive and remove data from Sp-ICE although system
performance will be monitored closely, and this may be necessary at some point in the future.
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Itis NHSBT'’s intention to manage retention of data in compliance with the NHS Records
Management Code of Practice.

Historical reports not uploaded to Sp-ICE will remain available through the Hematos SpS
system and can be obtained by arrangement with the appropriate NHSBT Reference
Laboratory Manager.

11. Sp-ICE related documentation

¢ FRMA4116 — Information for Healthcare Organisations wishing to access NHSBT
Diagnostic Results via Sp-ICE

o FRMA4117 — Sp-ICE Hospital Administrator User Access Request

e SOP5099 - Creating or Updating Sp-ICE User Accounts for NHSBT Staff
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Appendix 1 - Sp-ICE User Roles

Role

Description

Permissions

RCI-HFU

Hospital user who can view and file RCI reports

Can access RCI results
Cannot access H&lI results
Can file RCI reports for their location(s)

RCI-HU

Hospital user who can only view RCI reports

Can access RCI results
Cannot access H&I results
Cannot file reports for their location(s)

H&I-HFU

Hospital user who can view and file H&I reports

Can access H&l results
Cannot access RCI results
Can file H&I reports for their location(s)

H&I-HU

Hospital user who can only view H&I reports

Can access H&l results
Cannot access RCI results
Cannot file reports for their location(s)

RCI/H&I-HFU

Hospital user who can view and file RCI and H&I reports

Can access RCI and H&l results
Can file RCI and H&lI reports for their location(s)

RCI/H&I-HU

Hospital user who can only view RCI and H&I reports

Can access RCI and H&I results
Cannot file reports for their location(s)

RCI-LHA

Hospital administrator who can add RCI users and administrators,
view and file RCI reports

Can add/edit RCI users/administrators
Can access RCI results

Cannot access H&I results

Can file RCI reports for their location(s)

Continued
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Sp-ICE User Roles Continued

Role Description Permissions
H&I-LHA Hospital administrator who can add H&l users and administrators, Can add/edit H&I users/administrators
view and file H&I reports Can access H&l results
Cannot access RCI results
Can file H&I reports for their location(s)
RCI/H&I-LHA Hospital administrator who can add RCI and H&l users and Can add/edit RCI and H&I users/administrators
administrators, view and file RCI and H&I reports Can access RCI and H&l results
Can file RCI and H&l reports for their location(s)
RCI-LHA-NF Hospital administrator who can add RCI users and administrators, Can add/edit RCI users/ RCI-LHA-NF administrators
view RCI reports but not file any reports Can access RCI results
Cannot access H&I results
Cannot file RCI reports for their location(s)
CMT/H&I/RCI- | Hospital user who can view and file RCI, H&l and CMT (SCI) reports Can access RCI, H&I and CMT (SCI) results
HFU Can file RCI, H&I and CMT (SCI) reports for their
location(s)
CMT/H&I/RCI- | Hospital user who can only view RCI, H&I and CMT (SCI) reports Can access RCI, H&I and CMT (SCI) results
HU Cannot file reports for their location(s)
CMT/H&I/RCI- | Hospital administrator who can add RCI, H&l and CMT (SCI) users Can add/edit RCI, H&l and CMT (SCI)
LHA and administrators, view and file RCI, H&l and CMT reports users/administrators

Can access RCI, H&l and CMT (SCI) results

Can file RCI, H&l and CMT (SCI) reports for their
location(s)

Continued
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Sp-ICE User Roles Continued

Role Description Permissions
H&I-LHA Hospital administrator who can add H&l users and administrators, Can add/edit H&I users/administrators
view and file H&I reports Can access H&l results

Cannot access RCI results

Can file H&I reports for their location(s)
NHSBT-SM! NHSBT system manager Full system configuration access

Can access all results

Cannot file any results
NHSBT-SA? NHSBT system administrator Limited system configuration access

Can access all results

Cannot file any results
NHSBT-SD* NHSBT Service Desk Can access all results

Cannot file any results

Access to Add/ Edit user accounts
NHSBT-CS? NHSBT Customer Services Access to Add/ Edit user accounts only
NHSBT-U1! NHSBT user Can access all results

Cannot file any results

1 These roles will only be available for selection by NHSBT system administrators
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Appendix 2 - System management
Sp-ICE is managed by the NHSBT Specialist Services (SpS) IT Systems Manager supported by:

e The SpS Systems Assurance Manager

e SpS Implementation and Development Co-ordinators (IDCs)

e SpS Operation Team (SpSOT) represented by senior practitioners from Red Cell
Immunohaematology (RCI), International Blood Group Reference Laboratory (IBGRL),
Histocompatibility and Immunogenetics (H&I) and Cellular and Molecular Therapies (CMT) /
Stem Cell Immunotherapy (SCI)

e NHSBT Service Desk

The SpS IT Systems Manager liaises with:

e NHSBT Systems and Securities Manager to assure the security of NHSBT confidential patient
data

NHSBT IT/Technical Services concerning system performance, integrity and development
National Acceptance Manager concerning the testing of new software releases

Configuration Control and Release Manager concerning new software releases

NHSBT Customer Services concerning performance issues and external user perspectives
Clinisys concerning system performance, integrity and development
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