Adding a Professional from a Key Agency

From the Key Agency screen, click on the link ‘New Key Agency’
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The following screen will now be displayed. From the field 'Type' select the relevant option
from the drop down menu e.g. GP. Click on the link ‘Click here to select a user’
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The Address Book will be on display, click on 'All Professionals’
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Type in the name of the professional and click on 'Search'’.
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professional with the same name appears select the correct department.

The search will bring back any professionals that you have searched for. If more than one

Liquidlogic EHM Shared Datab

Home

Help Menu v Find v

m ¥

gg Select a User Bookmark

Q Search Pro\%ssionals | Back | | printable view

“ My Contacts

All Professionals

Query Results {2)

& All Departments e  FullName & Job Tite  Dept
1 Ann Robinson | DOCTOR | MOUNTFIELD SURGERY
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2 Ann Robinson  DOCTOR | WINDMILL MEDICAL PRACTICE

Click on ‘Confirm’
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Enter the start date and click on ‘Create’
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The professional will now display in the Key Agencies Field
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