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NELA Local Administrator User Notes

As the NELA local administrator you have access to the admin screen of the data collection web tool.
Once the audit is underway you will be responsible for adding new users on to the system so that they

can login and input data.
How to access the online web tool:
1. To access the web tool enter the following web address:

https://data.nela.org.uk/

2. You will see the welcome page below, to enter the site enter your User name and Password in

the login box.
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Accessing the Admin section of the web tool

3. To access the Admin section of the web tool click on the ‘User Management’ button at the top
of the page.
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4. This will show all users already on the system. You can now search to see if the user you want to
assign to your hospital already exists. If they do exist you can click on ‘Edit’ and assign them to
your hospital. To see users just at your Hospital(s) choose your hospital nare in the drop down
menu.
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5. Once you click ‘Edit” a pop up box will appear and here you will be able to assign this user to
your hospital.
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6. If the user does not exist already you can add the user. To add a new user, click on the ‘Add new
user’ button.

Qe

File Edit View Favorites Tools Help
Cascade HR ## The Royal College of Ana... [ MRM9 (SP 2.1) (MRM) ## Home - Net Solving Issue ... [ NELA - Test [E0 NELA - Webtoo! [

http://kentico7-nela-test.netsolving.com/User-management.aspx P-c H MELA - User management

A - Website

Logged in as: jose Jefitie@hotmail.com | Sign Out  E0SSATIH S Helpdesk

020 7092 1683 / 1676
info@nela.org.uk

| Emergency Laparotomy Audit W Follow @twitter

Organisational User management User profile Support

You are here: User management
User management

Hospital: Test Hospital 1

[IHide enabled | test Find Clear

| + | Add new user |G |Refresh | |5 ]
Username Full name Roles Approved
» acns_admin_test ACNS Admin Admin Yes Edit
» acns_all_test ACNS All Clinimport, Clin, LocalReporter, LocalAdmin, Org Yes Edit
3> acns_clin_test ACNS Clinical Clin Yes Edit
» acns_clinimport_test ACNS Clinical Import Clinimport, Clin Yes Edit
> acns_|leadcontact_test ACNS Lead contact LocalReporter Yes Edit
» acns_manager_test ACNS Manager LocalAdmin Yes Edit
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7. Abox will pop up where you can enter the new user details. Here you will add their email
address (which will be their user name) and create a password. Please be aware that only NHS
or hospital email addxesses will be accepted.
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8. You will also assign their ‘User type’ and ‘Role’. ‘User type’ should always be ‘Clinical proformas’
(make sure you do not tick the Local Admin box as there should only be one Local Administrator
per hospital). The ‘Role’ will most likely be ‘Data ent

only’, unless the user you are creating is
one of the hospital’s Igads. Once you have entered the required information click on ‘Insert’ at
the bottom of the pop Yp box.

ata.nela.org.uk/User-management.aspx

The NELA
020 7092 1683 [ 1676
info@nela.org.uk

W Follow @twitter

Add new user

\ /
You are her a0 o m
Password
Userr
Confirm password
You are d
Hospital VTR C accepdpd
User type [ organisational roformas A
ind Clear
[ clinical proform —
|+ | Add [iLocal Reporier @ @
[Local Admin
Use:
Hespital(s)
»  sarg Edit
Selected hospitals: Role in NELA for this hospital:
> = i - SelectRole — | ~ =
[ Addenbrookes Hospital (24) - Select Role —
» sim Anaesthetic lead Edit
. [ aintree University Hospital (5) Surgery lead i
> steg P . Edit
Ol Airedale General Hospital (117) Clinical Audit Department lead
>  suz Data entry only V| Edit
[ alexandra Hospital (190) Data review only
» tlangcake@nhs.net Tracey Langcake Reviewing repartsiresults only Yes Edit
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You as the ‘NELA Local Administrator’ will then need to provide the user with the information on how to
login. We suggest you send them their login details, the ‘NELA Webtool User Notes’ and explanation

below.

Login details:

Website: https://data.nela.org.uk/

User name: ‘This is the registered NHS email address’
Password: On the front page of the web tool please click on ‘Forgotten Password’ and reset your

password to something of your choosing. You will then be able to login using this password. When
creating a password, please make sure it contains lower and uppercase letters as well as numbers.
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9. Additionally, members of the hospital staff who have left the hospital should no longer have
access to patient information at a site at which they no longer work. It is therefore your
responsibility to remove users no longer at your site from your hospital’s list of web tool users.
To do this simply find each user under the ‘User management’ screen, click on ‘Edit’ to the right
of the user’s name and ‘un-tick’ the box to the left of your hospital’s name. You can then click on

P~-ac NELA - User management

Logged in as: DEMO-USERNAME | Sign Out  [E7SSFFTZHY Helpdesk |
020 7092 1683 1 1676
info@nela.org.uk

National Emergency Laparotomy Audit

* Clinical User management Support

| User management

Hospital: [[Al] v
[JHide enabled Eind Clear
|
| 5]
| ! Edit user a.antonioul@nhs.net (<) [ [ NF]
User type [ organisational proformas A

m
S
£

¥ clinical proformas
[ Local Reporter
[ Local Admin

m
S
£

m
&
=

m
S
£

ospital(s)

m
2
=

lected hospitals: Role in NELA for this hospital:

[ Test Hospital 1 (1) [-- Select Role - ~

m
S
=

m
2
S

m
S
=

m m
A
s &

lems in 633 pages

. y

Roys| Gollege of Anaesthetists Powered by Net Solving

NELA Patient Audit — NELA Local Administrator User Notes — Dec 2013



NELA

National Emergency
Laparotomy Audit

Ensuring cases are not left incomplete

10. The Owner column under the Case Management screen allows you to see which web tool user

R~ NELA - Proforma
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Clinical User proiile Support

E— v

You are here: Clinical | Proforma
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Click on 'Add case’ to include details of a new patient. You will then have the opportunity t\enter the data for the patient's
care
You will first need to enter the Patient Demographic information which must be saved before Yeu\an continue with the
Clinical Proforma

Once the status of the patient record is complete you can lock the record. Once the record is locked yoNwill be unable to
edit the record further but will still be able to view it. If you need to unlock the record for any furthey changks please contact
The NELA Helpdesk on 020 7092 1683 / 1676 or by e-mail at: info@nela org uk
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The NELA Helpdesk:

Tel: 020 7092 1683
Tel: 020 7092 1676
E-mail: info@nela.org.uk
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