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Electronic Document Transfer (EDT)  

of Outpatient Letters on PatientCentre 
 

Frequently Asked Questions 

 

 

 

1. What is EDT? 

Electronic Document Transfer is the process of sending documentation via an interface from one 

system to another. For the purpose of this particular project, it is from the PatientCentre system to 

the GP Surgery systems (Merlok/Apollo/Docman). 

 

2. Who manages the EDT process? 

This is a regional project led by BSO ITS (Business Services Organisation). Within the Trust it is 

managed by the Digital Health Records Team/ECR Support Team. 

 

3. How do I verify a document on PatientCentre? 

See SOP for this process (ask ECR Support for a copy). 

 

4. At what stage does the document ‘transfer via EDT’? 

The process starts when the ‘complete/verified’ button is clicked on PatientCentre. 

 

5. How does EDT know to send the template I use to the GP? 

The process is for managing OUTPATIENT letters only at present.  These have been validated by 

the Project team in liaison with Admin Managers across the Trust. These letters have a 

background code which we refer to as being ‘whitelisted’ for EDT. Only those documents are ‘EDT 

enabled’. 

 

6. I created a letter pre Go Live but verified it on Go Live day 2/11, should I post this just in 

case? 

No, if you ‘verify’ the document on or after 2/11 DO NOT POST it, as this will go via EDT providing 

the template used has the EDT footer insertion (see Q9). 

 

7. I created and verified a letter pre Go Live (2/11), will this go via EDT too after 2/11? 

No, EDT is being ‘switched on’ in the early hours of 2/11. This document will have already been 

verified and posted, therefore will not be sent via EDT as it would cause a duplication for the GP. 

 

8. I posted an unverified letter pre Go Live (2/11), if I verify it after 2/11, will this go via EDT? 

Yes, any whitelisted documents, i.e. those which have the footer, and are ‘verified’ from 2/11 will  

go via EDT. Letters should not have been posted pre Go Live if they had not been verified. If you 

need to verify this to lock it as the final version, you may wish to add in a line to note to the GP that  
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a copy version was previously posted and this is a verified version via EDT that does not require 

action. 

 

9. Will all documents which are created on PatientCentre be sent via EDT after 2/11? 

No, only OUTPATIENT documents which have been whitelisted will go via EDT (including eTAN, 

treatment advice note, created by Doctors and Pharmacists). Users will be able to identify these as 

they will have a footer insertion on the template stating  

‘THIS DOCUMENT WILL BE SENT TO GP VIA EDT FROM 2/11/20’. The scope excludes 

‘Inpatient’ related correspondence such as ‘ward discharges’; ‘ward attenders’ are also 

excluded. If there is no footer, the document will NOT be sent via EDT. 

 
10. How does EDT know NOT to send a template to the GP? 

Only outpatient templates which have been whitelisted will go via EDT. Blacklisted templates will 

not be sent. 

 

11. How quickly does the document transfer to the GP system? 

This takes approximately 3 hours, however the GP practices each have their own processes and 

might not ‘receive’ the communication in order to action it until later in the day or the following 

morning (depending on what time the document on PatientCentre was verified). 

 

12. I am using a template which has the footer, but I am posting this to the Patient, will the GP 

still get a copy via EDT? 

Yes, EDT will use the GP details attached to the Patient record and compare this with HCN to 

confirm that it is correct. Any ‘mismatches’ will be alerted to the ECR team for action and the team 

will liaise with services in ensuring this is followed up appropriately. 

 

13. I use a template that has a footer (therefore whitelisted), but this never needs to be sent to 

the GP. Can I get this ‘blacklisted’? 

This can be blacklisted provided other staff do not use it and need it whitelisted. Contact ECR 

support team in the first instance. There may be alternative templates which you could use. 

 

14. I am sending copies to others as well as the GP e.g. dentist, patient, other clinicians. Will 

these copies go via EDT? 

No, the interface is only with Northern Ireland GPs. Other copies must continue to be posted. 

 

15. If I want the GP to receive a copy of a letter I am posting to the Patient/other referrer etc, will 

this happen? 

Yes, provided the document is on a whitelisted template, it will automatically forward this on to the 

patient’s recorded GP via EDT. 

 

16. I have 3 versions of a letter dictated to GP/Patient/other referrer.  Will the GP get 1 or 3 

copies via EDT? 

If you are using a whitelisted template(s), the GP will receive a copy of each of these. Therefore if 

the copies for the Patient / other referrer do not include additional information which needs to be 

sent to the GP, you should consider using blacklisted templates for those copies. The GP will not 

therefore receive a copy of those versions. There is a newly created ‘blacklisted’ template in the 

secretary folder called ‘SEC LETTER NOT EDT FOR GP’ which can be used for any 

communication which you do not wish the GP to receive (this is defaulted with the Patient’s 

address but this can be manually changed as necessary). 
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17. I have identified a number of ‘old’ unverified letters on PatientCentre – should I verify these 

now? 

No, the GP practices will have already actioned the paper copy and this will only cause duplication 

and potential confusion. 

 

18. How many outpatient letters does BHSCT produce per week via EDT? 

At the time of Going Live, there will be apx 10,000 documents sent per week based on the current 

activity and what we are whitelisting for EDT. 

 

19. What happens if I delete a verified letter? 

This process is managed via the PAS support team. Contact them directly for advice and action. 

The ‘deleted verified’ letter will be sent again via EDT with a watermark stating that it has been 

deleted so that the GP knows to disregard the previous version received. 

 

20. What happens if the GP on PAS is different to HCN (the Health and Care Index)? 

BSO send a daily report to the ECR Team to validate ‘mis-matches’ found between the systems: 

some of these will be sent to the GP which we have recorded on our system but there is none 

recorded by HCN; others will have been sent to the HCN recorded GP if our system did not have a 

GP recorded; others will be ‘held’ until the team determine how to manage this on a case by case 

basis. The ECR team will liaise with the person who last modified the document to determine the 

follow up action. If this is not actioned in a timely manner this will be escalated to the person’s line 

manager to ensure the GP has been notified in a timely manner as appropriate. 

 

21. What if the patient is not registered with GP/lives overseas/have a private GP? 

As per current practice, the patient should be given a copy to take to their GP. This should still be 

verified and will be reported to the team via the mis-match GP report and we can disregard this. 

 

22. What if the patient is on M contract? 

M contracts letters should still be verified and emailed/scanned only to the M contract Team’s 

shared email:  Healthrecmcontract@belfasttrust.hscni.net. Due to the GP code they will not send 

via EDT so these will be reported to the team via the mis-match GP report and we will know these 

do not require any follow up action.   

 

23. What if the patient does not want a letter to go to their GP? 

Use a blacklisted PatientCentre template such as ‘SEC LETTER NOT EDT TO GP’ (this is in the 

Sec folder under RVH Sec; RJMH folder; RBHSC folder; BCH General; MIH Outpatients; 

Alternatively, any appropriately named backlisted template i.e. which does not include the EDT 

footer may be used. 

 

24. How can I check what letters have not been verified? 

There is an SOP for using PatientCentre to find unverified letters per clinician code based on a 

date range of when the letter was created (This only searches for letters which have been attached 

to an episode). NB: DO NOT VERIFY OLD LETTERS WHICH HAVE BEEN POSTED 

PREVIOUSLY (See Q17). 

 

25. Does this process apply only to Administration staff? 

No, this applies to any staff involved in creating/modifying/verifying outpatient correspondence on 

PatientCentre, including Specialist Nurses, Doctors and Pharmacists who manage their own letters 

relating to outpatient care including the electronic Treatment Advice Note template. 
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26. I have noticed in the report that there are unverified letters by a user who is not in my team, 

why is this and what should I do? 

This happens when a user creating a letter has selected the wrong episode for the patient. This is 

therefore reported under the specialty they have selected. It is not possible to move the letter onto 

a different episode and as this may affect the location of the document within ECR (depending on 

the user’s view), the letter should be created again under the correct episode. If it is not verified the 

user can remove it, if it is verified, this must be reported through to the PatientCentre/PAS support 

team. Please contact the person who created it directly or report it through to ECR Support for 

follow up. 

 

27. I have received the ‘unverified’ report. What do I need to do with this information? 

Follow the SOP for ‘Managing Unverified Letters for EDT’ (copy available from the ECR Team). 

GPs will not receive a copy via EDT unless it is verified, but consider that if this is close to Go Live, 

there may be duplication if the letter had been posted pre Go Live, unverified. If there is a paper 

copy awaiting verification prior to verifying on system, it can be used as the file copy or destroyed 

as per local service agreed procedure. Once verified, these documents will disappear from the 

following report. If they do not, it means they still require verification and that the GP will not have 

received this communication. 

 

28. Who do I contact with an EDT query? 

Contact the Digital Health Records Team via ecrsupport@belfasttrust.hscni.net 

 

29. Who do I contact to get a PatientCentre template changed? 

Contact the PatientCentre/PAS team via pas.support@belfasttrust.hscni.net 

 

30. Do I still have to file a copy of the letter into the patient record? 

The letter is available to view via PatientCentre as well as within ECR but the decision regarding 

the filing of paper copies is at the discretion of each service. Please liaise with the senior 

management team in your area and follow local procedures.   

 

31. I would like another system to send documents to the GP via EDT, is this possible? 

This may be possible depending on the system. Please contact the ECR support team who can 

liaise with BSO for further guidance. 
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