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SCCRS Quick Guide 
 
Browsing for Patients 
 

- Log into SCCRS  
- This will take you to the Homepage as detailed below 
- Enter the patient’s chi number into the “Person Quick Find” 

field as displayed below and click on “Go” 
 

 

 

 
 

- This will bring you to the “Patient Summary Screen” 
 

 
 

- From here you can view the patient’s demographic details. 

Enter 
Patient’s 

chi 
number 

and click 

on Go 
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- Name, CHI Address and Correspondence address can all be 
updated from here but Please Note the Correspondence 

address is the only area specific to SCCRS – if a patient does not 
wish her letters to go to her CHI address insert a 

correspondence address here.  The Patient’s name and CHI 
address can be updated from within GPASS and will 
synchronize to SCCRS overnight. 

 
- A patient can also be Excluded from being called for a smear 

from this window for example if the patient is pregnant, 

terminally ill etc  
-  The status of a patient’s exclusion can be viewed from here i.e. 

Yes if they are excluded, No if they are not 
 

 
 
-  Click on the Excluded option to add a new exclusion or to view 

an existing exclusion 

 

 
 

Click here 

to Exclude 

a patient 

Click on Add 
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- The above window displays a current exclusion of Pregnant, if 
the Close Date is blank the exclusion is still current. 

- To add a new exclusion click on Add 
- Select the Exclusion Status from the drop down list, the start 

date will take today’s date and select the appropriate exclusion 
period and click on Save 

- Click Back to return to the patient summary screen 

 

 
 

- The middle section – Current Management informs the user of 

the patient’s latest smear information, i.e. when next due for a 
smear, latest smear, latest advice. 

 
- The last section – Cervical Cytopathology Request allows you 

to see the total number of smears done and do a new smear – 

see guide “Creating a CCR” 
 



 4 

Alerts 
 

- The 3rd area of the SCCRS homepage relates to Alerts.  
- Alerts are information the practice needs to know about and 

may need to action these include:  if a patient has been 
excluded, if a patient has a non routine result, if a patient has 
an infection, if a patient has died and if there is a Routine Call 

List (RCL)  
- The Homepage displays the last 5 alerts but there may be more 

and these are held in the Alerts page.  Access all the alerts by 

either clicking on the Alerts menu or on the All Alerts button 
 

 
 

- To view the details of the Alerts, click on the bold black text and 
this will open the patient summary or the results details 

 

Please Note – It may be necessary to cross reference Alerts with the 
Recent Results list and also it may be necessary to print out Alerts to 

pass to the GP for action for example if the patient has an infection or 
had a hysterectomy 
 

To Print – open alert as described above, click on the File Menu and 
choose Print. 
 

- Once you have dealt with an Alert, either by printing off for the GP, 
adding to GPASS or have taken note of the information for yourself 

(depends on what the alert is) click on the orange cross to remove the 
alert. 

Alerts Menu 

All Alerts 

Button 

Orange cross 

to remove 

alert once 

dealt with 
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Results 
 

- To access the practice’s incoming results click on the Results 
menu 

 
 

- You will be taken to the following screen 

 

 
 
Uncommunicated 

 
- Click on the Uncommunicated menu to view all non routine 

results 
- Note:  Patients who have a non routine result appear in this list 

initially.  SCCRS waits 7 days before sending a non routine 

letter to give the practice time to contact the patient verbally to 
pre-empt the letter.  If you contact the patient within the 7 day 

Results  

Menu 
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period click on the communicate tick and the letter will be sent 
that night however if you choose not to contact the patient we 

would recommend to still click the communicate tick so the 
patient receives their result letter as soon as possible. 

 
Recent Results 
 

- Click on Recent Results to view all the smear results which have 
come into the practice in the last 90 days 

 

 
 

- The most recent results will sit at the top of the list  

- Click on the Request ID 
 

 
- Click on Print 

Request ID 

Click on Print 
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- Click on File and then Print 
- Add the result to GPASS 
- Sort the paper results into Non Routine and Routine 

- Cross Reference the Non Routine Results with the Alerts Page, 
i.e. once you have printed a result and have added to gpass 

remove the alert 
- Pass the Routine results to the girls for scanning and filing into 

Docman 

- Pass the Non Routine results for scanning and filing but also for 
these to be workflowed to the GP to check and refer if 

appropriate 
- It might be worth printing your recent results list on a daily 

basis so you always have a note of which was the latest result 

you received into the practice and also allows you to cross 
reference with your alerts list. 

Click on File 

and then Print 
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RCL – Recommended Call List 
 

-  The RCL is produced on the 3rd of every month.  The list needs to 
be checked in case there are any patients who should be excluded 

from recall.  You are allocated 2 weeks to check the list, if this is 
not done the patients will be called regardless. 
- From the Home Page click on the Practice Menu 

- Click on RCL  
 

 
 

- All your RCLs will be displayed, previous lists are known as 
“Historic” and your currently monthly one will be called 

“Current” 
- Click on Current to view your list of patients being called this 

month 

 

 

Click on RCL 

Click on 

Current 
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- If a patient is not to be called click on Status  

 

 
 
- Click on Add 

 

 
 
 

 
 

Click on Status 

Click on Add 
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- Select the Exclusion Status from the drop down list, the start 
date will take today’s date and select the appropriate exclusion 

period and click on Save 
- Click Back to return to the RCL window 

 

 


