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Accessing Infection Control

To access the Infection Control administration menu, enter this URL into an internet browser:

www.synbiotix.com/mymenu
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Logging in

You will be directed to a log in screen.

To log in, enter you username and password before clicking the Login button.
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Accessing the Administration

Upon logging in you will need to navigate to the Administration Menu. Using the grey toolbar, go to:

 Tools

 Administration

 Assign User Areas – allows you to assign areas (wards) to a user’s account

 Domains – allows you to change the domains, questions and questionnaires within the audit]

 User Access Report – allows you to easily view the access rights per user

User Handbook - AdministrationPage. 3

Version 1.4



Assign User Areas

The Assign User Areas administrator function allows you to assign areas to a user. Users will not be able to see 
areas that are not assigned to them within the system.

Use the Select Application drop down box to select ‘Infection Control’. Only users assigned to Infection Control will 
appear.
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Assign User Areas

Use the drop down boxes along the top of the screen to select the healthboard, zone and hospital where the 
locations you wish to assign to a user can found.

Click on the user you wish to assign areas to and click Show Assignments.
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Assign User Areas

Use the checkboxes to mark the wards you wish to assign to the user. If a user already has areas assigned to them 
which you wish to remove, use the checkboxes to remove the mark against that ward.

Click Save Assignments to assign the sites to the user or to save any changes.
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Assign User Areas

If you wish to assign the same wards to a number of users, assign the wards to one user and click Save Assignments.

After you have done so, click on the second user you wish to assign the wards to. Do not click Show Assignments. 
Instead, click Save Assignments again.

This will update the second user with the same wards as were allocated to the first user.

This process can be repeated for as many users as is desired.
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Domains

The domains will appear.

Click Edit to edit a domain or Delete to remove it.

Use the free text boxes to edit the title and the description of the domain and click Update to save any changes.
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Adding a New Domain

Click the Add Domain button to add a new domain.

Use the free text boxes to enter the new domain title and description.

Click Insert to add the new domain.
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Reordering Domains

Click Reorder Domains to change the order in which the domains appear.

Click the Select button next to the domain that you wish to move.
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Reordering Domains

Use the arrow buttons to move the domain to the desired position.

Once you have finished reordering the domains, click the Back button.
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Questionnaires

Click the Questionnaires link to view the questionnaires within a domain.
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Editing a Questionnaire

Click Edit to edit a questionnaire or Delete to remove it. Questionnaires that have already been used in an audit 
cannot be deleted but can be archived. Please contact Synbiotix to do so.

Use the free text boxes to edit the code, title and description of the questionnaire.

Click Update to save any changes.
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Adding a Questionnaire

Click Add Questionnaire to add a new questionnaire.

Use the free text boxes to enter the code, title and description of the new questionnaire.

Click Insert to add the new questionnaire.
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Reordering Questions

Click Reorder Questions to reorder the questions within the questionnaire.

This process is the same as the process for reordering domains.
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Questions

Click Questions to view the questions within a questionnaire.
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Editing a Question

Click Edit to edit a question or Delete to remove it. Questions that have already been used in an audit cannot be 
deleted but can be archived. Please contact Synbiotix to do so.

Use the free text boxes and drop down boxes to edit the question and click the Update button to save any changes.
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Adding a New Question

Click Add Question to add a new question.

Use the free text boxes and 
drop down boxes to insert 
the desired details for the
new question.

Click Insert to add the new
question.
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User Access Report

To User Access Report administration allows you to see the access rights assigned to each user and the users 
assigned to each ward.

Select from the drop down box whether you wish to search by User or Ward.

If you choose to search by User, enter a username in the text box and click Find user.
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User Access Report

The ward assignments for that user (is any) will then be displayed.
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User Access Report

If you choose to search by Ward, please select the desired Healthboard, Hospital and Ward from the drop down 
boxes that appear. If the Ward has any user assignments these will appear on the screen.
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Adding New Users

To add a new user to the system, go to:

 Administration

 Users

 Create New User
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Adding New Users

Use the free text boxes to enter the details of the new user.

Usernames are set up in the format forename.surname, so John Smith’s username would be john.smith

These details cannot be changed once they have been entered, so ensure that all details are spelt correctly.

Click Create User to add the new user account.
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Assigning User Roles

For a user to be able to use the system they must be assigned roles.

After you have set up a user you will be given the option to assign roles to them.

Click Assign Roles to proceed.

If you wish to assign roles to an existing user go to:

 Administration

 Users

 Assign User Roles
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Assigning User Roles

The Assign Role screen will appear. If you are managing an exiting user, you will need to use the Find User search 
to open their user account.

Roles that they are currently assigned (if any) will be displayed on the left hand side of the screen and roles that 
they are able to be assigned will appear on the right.
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Unassigning a Role

To unassign a role from a user, click on the role or 
roles you wish to remove.

Multiple roles can be selected using the Shift key or 
by dragging the mouse.

They will appear with a blue background.

Click the Unassign selected roles button to remove 
the roles from the user.
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Assigning a Role

To assign a role to a user, click on the role or roles 
that you wish to assign.

Multiple roles can be selected using the Shift key or 
by dragging the mouse.

They will appear with a blue background.

Click the Assign selected roles button to assign the 
roles to the user.
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Deleting an audit

In an extreme situation an audit can be deleted. This has to be done manually by Synbiotix. Synbiotix will only do this 
on request from the Infection Data Team who will have to internally approve the request before they pass it on.

When requesting the deletion of an audit, you must provide the following to the Infection Control Data Team:

1. The name of the auditor

2. The date and time of the audit

3. The hospital where the audit was performed

4. The ward or wards where the audit was performed
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Emails

The system will automatically generate the following emails and deliver them according to the table below.

1. Notification of new audit of the system

2. 24hr Action Completed

3. Monthly Action Completed

4. Monthly Action NOT Completed

5. Scheduled audits
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Roles

Actions

Audit Complete -
Audit Synched

24 hr issues 
complete

24 hrs issues not 
complete

Monthly Action 
Complete

Monthly Action Not 
Complete

Scheduled Audit 
(auditor / scheduler 

only)

Administrator

Data View and Entry 2 4 3 4 5

Responsible Person 1

Senior Nurse 1

Dashboard Drilldown

User

Version 1.4



Email Templates

The emails are generated based on the following templates.

1. Notification of new audit of the system

Subject: Infection Control – Full Audit Uploaded - Queen Elizabeth University Hospital Glasgow - Pdru

Dear SCN,

Your Infection Prevention and Control audit (IPCAT) has now been uploaded to http://www.synbiotix.com/mymenu. Please log in to view 
the action plan for your ward / department. Can you please complete the action plan within 1 month from the date of audit. Please be 
aware that some of the actions may require a rapid response within 24 hours.

The IPCT will check your responses at 24 hours (for rapid response actions) and at 1 month from day of audit. If actions have not been 
completed, you will receive a reminder from the local Infection Prevention and Control Team (IPCT ) that actions should now be 
complete.

User Handbook - AdministrationPage. 30

Version 1.4



Email Templates

2. 24hr Action Completed

Subject: Infection Control - 24Hr Action Completed - Full Audit - Yorkhill Hospital - Ward 7A - 30 Sep 2015

Dear Auditor/IPCT Member,

The action "Domestic Service Manager to ensure Domestic Service Staff are aware a patient is in isolation and separate colour coded 
cleaning equipment is required" for the IPCAT audit (Ward 7A, Yorkhill Hospital) is now completed.

Thank you.

3. Monthly Action Completed

Subject: Infection Control - Full Audit Monthly Actions Completed - Yorkhill Hospital - Ward 5B - 01 Oct 2015

Dear Auditor/IPCT Member,

The monthly actions for the IPCAT audit (Ward 5B, Yorkhill Hospital) are now completed.

Thank you.
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Email Templates

4. Monthly Action Not Completed

Subject: Infection Control - Action Due Date Passed - Partial Audit - Yorkhill Hospital - Ward 5A - 30 Sep 2015

Dear Auditor/IPCT Member, 

The Actions due on the Following date 29 Sep 2015 have not been completed.

The SCN / Departmental Manager will make sure that all patients with a CVC have an up to date care plan, with all sections completed 
appropriately .

Yorkhill Hospital - Ward 5A

Thank you.

User Handbook - AdministrationPage. 32

Version 1.4



Email Templates

5. Scheduled Audits

Subject: IPCAT Schedule

Dear Auditor,

The IPCAT audit for A+E Modular, Royal Alexandra Hospital, is due on Oct 05, 2016. 
Please complete this audit or assign to another auditor to complete on or around this due date.

Thank you. 
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How is scoring calculated?

We have 4 different audits within the system (SICP, GAP, TBP and Quality Improvement). Each of these audits have a 
number of sections containing questions with possible answers (Yes, No and N/A). 

The score for each section is calculated by dividing the number of ‘Yes’ answers for the audit by the total number of 
‘Yes’ and ‘No’ answers for the audit and then multiplying by 100. (N/A answers do not count).

The overall score is calculated by dividing the number of ‘Yes’ answers for all audits by the total number of ‘Yes’ and 
‘No’ answers for all audits and then multiplying by 100. (N/A answers do not count).
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Business Rules

Full Audits

1. A Full Audit will be an audit where all Sections of SICP, GAP TBP or Quality Improvement will be completed.
2. The same person will do the full ward in one go and then synch, or a different person will use the same tablet 

within the same day to do one ward and then synch. 
3. The tablet cannot be synched until the entire ward is completed.
4. The score for the full audit will appear on the dashboard as soon as the synch takes place. All actions will be 

generated at this time, together with all e-mail notifications.
5. The Last Full audit will appear on the dashboard, and its score will be displayed.
6. Score is determined by the total number of "Yes" answers divided by the total number of "Y" + total number of 

"N" answers (all n/a are excluded).
7. No attempt will be made to combine audits to create an aggregate score across audits.
8. Full Audits will utilize the Audit Scheduler, however a full audit can take place without been on the audit 

schedule.
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Business Rules

Partial Audits:

1. A partial Audit will be one full Section of SICP, GAP TBP or Quality Improvement at a minimum.
2. Multiple section will also be considered as partial Audits where at least one section is not complete.
3. The Business dose need to be able to do Partial Audits from Time to Time.
4. Partial Audits will not be included in the "Dashboard" as a Partial score will skew the results, however a result 

score will be generated for the Partial Audit.
5. Partial audits will appear in the incomplete section of the dashboard and have no bearing on the overall score.
6. We have no business requirement to combine partial audits to create a Full audit.
7. Audits will be assessed at "Synch" time to determine if it is a "Full" or "Partial " audit.
8. The Last Partial audit will appear on the incomplete section of the dashboard.
9. Score is determined by the total number of "Yes" answers divided by the total number of "Y" + total number of 

"N" answers (all n/a are excluded).
10. For Partial Audits no re-audit date will be generated.
11. E-Mail notification will follow the same rules as the Full audit - but have the "Full" or "Partial" tag in the Subject 

line.
12. The business will run Partial Audits on a ad-hoc basis and not use the scheduled to plan these audits.
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Business Rules

E-mail Notifications:

1. When an audit is completed and the auditor has ‘Synched’ the audit results, an email notification is sent to the 
Responsible Person, SCN, Lead Nurse and Chief Nurse.

2. If a Critical Non Compliance (CNC) issue is highlighted in an audit, the SCN for the affected area is informed by 
the Infection Control auditor on the day of the audit.

3. If the due date for the CNC passes without any action being taken an alert message is sent to the Auditor / IPCT 
team for that area.

4. If the Action(s) for the CNC are completed on time a message will be sent to let the Auditor / IPCT team know 
that the issue is completed on time.

5. If a full audit and all its actions are completed on time, an e-mail notification is sent to the Auditor / IPCT team.
6. If the due date for a full audit has passed and none (or not all of the actions) are completed an e-mail is sent to 

the Auditor / IPCT team.
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