1. Beginning on the home page of the practice website: https://www.eaglescliffemedical.co.uk/
2. Scroll down until you see the SystmConnect Section:
a. To find out more about SystmConnect, click the link (https://www.eaglescliffemedical.co.uk/systmconnect) located in the text box.
b. To submit a new request, simply click anywhere on the large SystmConnect graphic.
3. OPTIONAL: Log in using your SystmOnline or NHS App information. This will speed things up and mean you can attach photos to your request, if needed.
a. On the next screen, you will see a range of categories. Please note that some categories include multiple options, please look at the table below for what request types are in each category (see page 2). 


	(Available 8am to 6.30pm)
	(Available 24/7)

	Non-Urgent Medical Conditions
	Health Review
	Medication Query
	Fit (Sick) Notes
	Medication Request
	Other Admin Request

	New clinical problems
	Request a vaccine
	Medication Questions
	Request a Sick Note (New or Extension)
	Order Repeat Medication
	Respond to a request to contact the practice

	Existing clinical problems
	Request an NHS Health Check
	Out of Stock Medication
	 
	Ask for a one-off medication again
	Request a Letter

	Suspected UTI (Urinary Tract Infections)
	Request a PSA Test
	Out of Sync Medication
	 
	 
	Update Your Details

	 
	Request a Smear Test
	 
	 
	 
	Record Access/Subject Access Requests

	 
	Request Travel Advice/Vaccines
	 
	 
	 
	Request an Update on a Referral

	 
	 
	 
	 
	 
	Let us know about reasonable adjustments

	 
	 
	 
	 
	 
	Opt out of text messages




4. After clicking the appropriate category – in this case  you will see the types of requests within the category. Click on the type of query you wish to send. This might be "Patient details update", should you need to change your address, for example:
5. We need to make sure you are not trying to contact the practice for emergency reasons. Please acknowledge that you are raising a non-urgent request.
6. Complete the form with the information that the practice needs to know to handle your request correctly and efficiently.
7. Once complete, click the "Next" button at the bottom of the form:
8. Fill out your information indicating whether the request is for you, someone else or if you are a healthcare professional.
a. If it is on behalf of someone else the form will ask for both your information, and the information of the person you are raising the request for. Please also ensure you have permission from the person you are submitting the request for. 
9. Once you have completed all the required fields, you can click on the submit button located at the bottom of the form:
10. You will see a confirmation message advising that your request has been submitted. You don't need to take any further action, and the practice team will be in touch with the next steps. This could be via SMS/email/phone call.
a. Please note: If you need to withdraw or correct a request it is advisable for you to call the practice, instead of submitting another request as it is likely that your first request will be seen first.

