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2 PATIENT SEARCH 

 
This section details how to search for a patient. The process for searching occurs in 2 stages and 
progresses to the next if the patient is not found: 
 

1. Local Search 
2. National Search  

2.1 SEARCH GUIDELINES 

 
Searching should occur via name rather than NHI. This ensures you are checking for multiple NHI’s and 
checks the NHI is valid for the patient you are searching for.   
 
If during this process you find more than one NHI for a patient (and they have not been merged*) – 
please contact the Merging Clerk on ext. 9718 

 
 
*You can tell if an NHI has been merged by clicking on 
the later NHI (alphabetically) and if this message does 
not display – they will need merging: 
 
 
 
 

 
If the patient is unable to provide the necessary information to do an adequate search, you may need to 
use a pre-allocated number (a temporary NHI) – this can be obtained by contacting admissions on ext. 
7279 
___________________________________________________________________________________ 
 

 Who should have a NHI? 
 

More than 98% of the current New Zealand population have a NHI number. You should expect to find 
the person you are searching unless he or she is: 
  

- A new-born (not born in a public hospital)  
- A recent immigrant  
- A recent refugee  
- An overseas visitor  

 

 What information do I need to perform a NHI Search? 
 

Before searching you should gather as much information as possible about the person, this should 
include:  
 

- The person’s full name  
- Any other names the person has ever been known by (e.g. maiden name for a married woman)  
- The name the person is “usually known by”  
- Any variations of spelling or nicknames  
- If the person is foreign do they also use and “English name”  
- Whether the person has been to a hospital or other health service in New Zealand in the past 15-

20 years.  
- Verification of name details from some form of official documentation (passport, birth certificate, 

Immigration visa etc.)  
 



 

NHI Search and Update Best Practice Guide.docx | [insert published date or version] | Page 4 of 29 

 Problem Solving 
 
If no match is found then try the following: 
 

- An age range or date of birth plus or minus a number of years instead of an exact date of birth. 
- An alternate name, nickname, former name or ‘usual’ name. 
- An ‘English Name”/’foreign name’ equivalent, including Maori and Pacific Island equivalents. 
- Hyphenated surnames – try both parts separately 
- For a child try the child’s surname at birth or the mother’s name as a child may still be on the NHI 

as ‘Baby of’ mother’s name 
- A phonetic version of a name 
- For Pacific Islanders try the last syllable(s) of the first given name instead of the full name 
- Use’ Unknown’ gender – this will return records for male, female and unknown 

 
If still no matching record has been found then review your information before registering. This should 
include asking: 
 

- Is there any other information I have but didn’t use? 
- Am I certain that the person is not likely to already have an NHI number? 
- Is the person a New Zealander who has been overseas for a number of years? 
- Can I obtain any other relevant information from the person or other documentation I may have? 

 

 Evaluating Match Results 
 

A maximum of 15 potential matches may be returned by your search query. You can refine your search 
criteria by supplying more specific information e.g. 
 

- Additional given names  
- Names instead of initials  
- Exact date of birth 
- Specific gender 

 
Consider the following when attempting to determine whether or not a match is a good one: 
 

Field Status Prospect Look out for 

Name Identical Good Different dates of birth 

 
Phonetically similar Good 

 

 

Alternative name/nickname match Possible 
 

 

Name order different Possible 
 

Address Identical 
Good 

Name similarity – watch for twins Check 
name and date of birth Check with person 

 

Same area Possible 
 

 

Different area Possible 
 Date of 

Birth 
Identical 

Good Name match 

 

Transpositions (5/11/98 or 
11/5/98) Possible 

 

 

Obvious errors (23/5/96 or 
23/5/97) Possible 

 

 
Misreading (1/1/04 and 7/7/04) Possible 

  
- If the person has only one name, you must put this in both the surname and first given name 

fields when searching 
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- Name order is not important for the default search as variations on name order are done by the 
search engine 

- For all technical support contact the IT Help Desk on ext. 7469 so that the problem can be 
identified and recorded.  

 

 
 
MOH Online Learning 

 
The Ministry of Health also runs a free on-line learning module to support best practice when searching 
and updating patient information - on successful completion; a certificate is available for download.  
 
1. Go to: https://learnonline.health.nz/  
 
2. Click on ‘Health Identity’  
 
3. Follow directions for setting up a new account 
 
 
  

https://learnonline.health.nz/
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2.2 LOCAL SEARCH 

 
A local search is where you are searching patients at a local level (most likely patients who have had an 
event in our DHB at some point).  
 

Tip: To get the best results supply as little information as possible i.e.  
- Surname with an initial for the first name in case there is a spelling error with the inputting 

or the first name is spelt incorrectly in the system e.g. for ‘baby of….’ Enter just ‘B’ 
- Date of Birth or approximate age – If you are unsure of the date of birth, approximate age 

is best 
- Gender 

___________________________________________________________________________________ 

1. At the hospital level, click on the  (some modules) or select Patient NHI from the Searches 
drop-down > the Patient Search screen will appear: 

 
 

2. Fill in available information, referencing below: 

Field Description and Use 

Surname Patients Surname  

Given Name Patients First Name 

U/R Number 

NHI (U/R is the Australian term for the NHI) 
Do not search by NHI unless you have previously searched the patient 
by name and have identified this patient as belonging to this NHI 

Date of Birth Patients Date of Birth if Known  

Age Patients Age or Approximate Age  

Range 

Will return patients in the age range selected, based on the age 
entered. E.g. Age 40 with range of 10 years will return patients aged 
30-50 years. 

Search Type 

Leave as defaulted  
"Soundex" = Searches for patients based on how a name sounds 
when spoken, rather than on how it is spelled. This is useful for names 
that can be spelled in a variety of ways. 

Admission Number If entered will take you directly to the specific visit  for that patient. 

Male/Female Select if known 

NHI Search button. Takes you to the National Search Screen. 

Reset Clear’s information entered  

 
3. Click [Search] > a list of patients will display: 
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- Deceased status and date are displayed in the Status column. 

- If an alias is associated with the name, the alias  icon appears beside it; clicking this icon 
enables you to view the alias. 

- Aliases that match your search criteria are displayed with the word Alias in brackets. 
- Patient Folder Colours: 

  = Standard Colour,  = Non-Resident,  = Shared Custody 
 
 

4. Click on the  icon next to the required patient (proceed to National Search if patient not 
found) >  the Patient Demographics screen will display: 
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2.3 NATIONAL SEARCH & DOWNLOAD TO LOCAL 

 
If you are unable to find your patient via the Local Search then a National Search is used (never skip 
straight to a national search)  
 
A National Search is where are searching patients in the National System (a system held by the MoH 
which all patient management systems connect to).  
 

1. From the Local Search screen, Click on the [NHI Search] button > the National Health Index 
Search screen will display: 

 
 

2. Enter: 
- Surname 
- Given Name 
- Age or Date of Birth 
- Sex  

 
3. Click [Search] > a list of patient’s will display: 

The number 
displayed next to 
each patient relates 
to a score which 
represents how 
closely that identity 
record matches the 
search criteria. 
Records will display 
ranked highest 

(closest matched) to lowest. 

4. Click on the  icon next to the required patient  
(If the correct patient has not appeared, please see Search Guidelines. If the patient needs to be 
“Registered” or a “Pre-Allocated Number” applied – contact the Admissions Team on ext: 7279) 

 
> The following message will display: 

 
 

5. Click [OK] > NHI/MWS Patient Basic Details screen displays: 
 

Tips: To ensure a successful download, it is highly recommended that while given the opportunity - you 
should update the demographic details after this process has been completed. 
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Business Rule: NEVER navigate away from the following screens – it is extremely important that you 
complete the whole process as described (even if you realise that patient is not the correct one) 
otherwise it will corrupt the patient’s information. 

 

 
 

6. Click [Update] > the Demographic Details screen displays 

 
 

7. Enter Patient Title  
8. Enter any other missing mandatory information 
9. Click [Update] > Patient demographic screen displays 

 
Patient is now downloaded to local system  
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2.3.1.1 WARNING MESSAGE: NATIONAL AND LOCAL DIFFERENCES 

 
If you receive the following warning message:  
 

 
 
There is a difference between the Local and 
National details held for the patient. This 
message will keep displaying every time 
someone accesses this patients details in 
webPAS until the difference is resolved: 
 
 

 
 

1. Click [Ok] > the NHI/MWS Patient Basic Details screen will display 
2. Click on the [Show Difference] button (at the bottom of the screen) > the following screen will 

display: 
  
 
Note: If there is no date in 
the Local Value, this means 
that the record was last 
update prior to 20th March 
2017 (webPAS Go-Live)  
 
 
 
 
 
 
 
 
 

 
 

 
3. Choose the record with the most recent date (in the heading) by clicking the [Use National] or 

[Use Local] button > NHI/MWS Patient Basic Details screen re-displays: 

 
 

4. Click [Update] > the Demographic Details screen displays: 
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5. Check Mailing/Postal Address and update if not correct 
6. Update other details as required. 
7. Click [Update] > the Patient Demographics screen displays 
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3 UPDATING PATIENT INFORMATION  

 
This section details how to update patient information and emergency contacts: 
 

1. Search for and select the required patient 
 

2. At the patient level, click on the  icon > the Demographic Details screen displays: 

 
 
All updates start from this screen but if you click into certain fields you will be taken to other screens to 
do the updating. There are 3 possible screens where these updates occur: 
 

- Demographic Details (the one you first come into) 
- Emergency Contact/Postal Address  
- National  

 

 
 
Current Screen (Demographic Details) – You can update on this screen (won’t take you to another 
screen) 
Takes you to the Emergency Contact/Postal Address Screen  
Takes you to the National Screen 
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3.1 DEMOGRAPHICS CONFIRMED DATE 

 
The demographics confirmed date signifies to other users the last time the demographics where 
checked/updated. To update this date: 
 

1. Click on the  
icon (to populate 
the current date): 

 

Business Rule: The Demographics Confirmed Date must be updated every time a person’s details are 
checked/updated (this helps to avoid old information being updated as new information). 

 

3.2 PHONE NUMBERS 

 

 
 
 
Phone numbers must be entered without 
characters or text (spaces are ok); otherwise text 
messages for outpatient appointments will not be 
sent to the patient. 
If you need to make a note about the phone number, enter this in the UR Comments box. 

 
 

 
Tips:  
It is good practice to always enter the area code even if the number is local. 
 

3.3 LOCAL GP 

 

 
 

1. Click on the  icon next to the Local GP field > GP Search screen displays: 

 
 

2. Type GP’s Name in the Keyword Search  
 

3. Click [Search] > GP name(s) will display: 
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4. Click on the underlined name (make sure you are selecting the name with the correct practice) 
 The Demographic Details screen will redisplay showing details selected in the Local GP/Practice 

field:  

3.3.1 BUSINESS RULES FOR GP’S 

 
No GP but has a practice  
Where the patient does not have a GP but 
has a practice, there is a generic practice 
doctor that can be used. When searching 
type in the practice name and select: 
 
 
 
 
GP outside NDHB Area 
Only generic practice doctors are entered 
for those outside NDHB’s catchment area.  
If the patient has a GP outside the DHB’s 
area - use the generic practice code and 
type in the doctor’s name in the GP Other 
field: 
 
 
No GP  
If the patient doesn’t have a GP at all use 
the 000NO code: 
 
 
 
 
 
Can’t find what you are looking for 
If the GP or Practice code that you required is not 
in the system - use the 196GH code and enter the 
doctors’ name in the GP Other field: 
    
 
 
 
 
OR 
Leave field blank and email helpdesk with the GP details (Name and/or Practice) and patient NHI. The 
webPAS Team will enter this into the system and update the patient’s detail. 
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3.4  RESIDENTIAL ADDRESS 

 

 
 

1. Click into the Address field (in the Demographic Details screen) > the NHI/MWS Patient Basic 
Details screen will display: 

 
 

2. Click into Suggest Address field and start typing the address > a yellow screen will appear: 

 
 

3. Click on the required address > the address selected will populate into the Address field 
 

4. Click [Update] > the following message will display: 

 
 

5. Click [OK] > the Contacts/Postal Address screen will display: 

 
 

6. Update Postal Address as required (clicking [Default] will update the postal to be the same as 
the residential, otherwise [Clear] details and type manually) 
 

7. Click [Update] > Demographic Details screen re-displays 

8. If no other updates are required, update the Demographics Confirmed Date  and click 
[Update] 
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3.5 POSTAL ADDRESS 

 
The following details how to update the postal address: 
 

1. Click into the Mailing/Postal Address field > the Emergency Contact/Postal Address screen 
appears 
 

2. Under the Patient Postal Address heading, click the [Default] button (to enter the residential 
address details) or [Clear] and type in the information manually (post code must be entered on 
the last line of the address). 
 

3. Click Update > the Demographic Details screen will reappear with the Mailing/Postal Address 
field showing the entered information: 

 

4. If no other updates are required, update the Demographics Confirmed Date  and click 
[Update] 
 

Business Rule: Where the postal address is a NOK (Next of Kin) address instead of the patient’s 
address, always make note of this so that it is not over-written by another user who is unaware of this. 
An example would be an elderly parent living in a rest-home with their postal address being that of their 
daughter. 

3.6 EMERGENCY CONTACTS 

 
1. At the bottom of the Demographic Details screen, Click on the [Emergency Contact] button > 

the Emergency Contact/Postal Address screen will display: 

 
 

2. Enter/Update the required information for each contact: 
- Click [Default] to populate the patients current address/phone numbers into the contacts 

information  
- Or Click [Clear] and type manually) 

3. Click [Update] > the Demographic Details screen will redisplay with the button 
displaying in red (this will only change from black to red for the very first time the Emergency 
contact details are updated). 
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Business Rules:  
- Emergency contacts should be checked and cleared out with each visit and re-entered if 

not current. 
- Contact 1 should be the preferred/emergency contact and Contacts 2-3 the alternative 

contacts 

 

3.7 UR/COMMENTS 

 

 
 
The UR Comments Box should contain the following information where available (in order stated): 

- Place of Birth 
- Any other relevant information 

 
Examples include:  

- Patient is moving address in a weeks’ time = Note the new address and date patient will 
move in so this can be updated later. 

- Patient’s mail is being sent to their Next of Kin  
- There is a shared custody arrangement and letters should be sent to both contact 1 and 2 

or to detail phone numbers across different carers e.g. business = dad, mobile = mum 

3.8 BMI 

 
WebPAS has the ability to keep a record of a patient’s BMI.  The following details the process for 
recording and viewing this: 
 

1. At the bottom of the Demographic Details screen, click on the [BMI] button > the Body Mass 
Index screen will display: 

 
 

2. Click the [Add] button > a warning screen will display  
 

3. Click [OK]> the Add Height Weight Details screen will display 
 

4. Update Date/Time if required  
 

5. Enter the Height and Weight > the BMI will calculate below: 



 

NHI Search and Update Best Practice Guide.docx | [insert published date or version] | Page 18 of 29 

 
 

6. Click [Add] > the Body Mass Index screen will display, showing the new BMI record: 

 
 

- You can update/delete this record by clicking on the icon  
 

7. Click [Exit] > the Demographic Details screen will display, showing the [BMI] button in Red. 
 

 
There will also be a BMI icon displayed, in the patient banner:  

 
- This will display a different colour depending on BMI: 

 BMI = Underweight 

 BMI = Normal Weight - Overweight 

 BMI = Obese/Morbidly Obese 

- Clicking on this icon will return you to the BMI screen so you can update/add new records. 
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3.9 OTHER FIELDS 

  
To update other fields not mentioned above, please reference the table below: 
 

Field Description and Use 

Title Select a Title  

E-Mail Enter a valid Email Address 

Ethnicity 1-3 Select Ethnicity from the drop down options 

Marital Status Select a Marital Status  

Iwi 1-3 Select an IwI 

Visiting Options Select Visiting Options 

Folder Selection  Use for ‘non eligible’ and ‘shared custody’ patients 

Occupation Select an occupation 

Religion Select a Religion 

Interpreter Required 
Select an option – if selected an  icon will display in the 
patients banner. 

Pref Language 1-2 Select an option 

Smoker Select an option 

Country of Birth Select an option 

Type of Residency 

This function is completed by the Eligibility Officer. All 
information should be sent to the email 
address:eligibility@northlanddhb.org.nz 

Residency Comments 

This function is completed by the Eligibility Officer. All 
information should be sent to the email 
address:eligibility@northlanddhb.org.nz 

Death Details 

This function is completed by the Front Reception desk. All 
information should be sent to the email 
address:front.reception@northlanddhb.org.nz 
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4 UPDATING GIVEN NAMES / SURNAME 

 

 
 
To update Given Names/Surname: 
 

1. In the demographic details screen, click on the required Given Names or Surname field > the 
NHI/MWS Patient Basic Details screen appears 
 

2. Make the required changes and click [Update]  > A message will appear: 
 
By saving the previous name as an alias, if someone is 
searching for the patient under the previous name they will 
be able to find them 
 
 
 

 
3. Click [Yes] > the Demographic Details screen will redisplay  

 
4. Enter reason for name change in the UR Comments field 

 
5. Click [Update] > the Patient Demographics screen will appear, with the updates showing. 

 

 
Business Rule:  

- If the patient requires a name change, obtain a copy of the required legal documents confirming 
this which also needs to be filed in the patients’ record. 

 

 

4.1 ADD ALIAS (ANOTHER NAME NOT AS PART OF NAME CHANGE) 

 
The following details how to add an alias that is not created when changing a name during demographic 
updates: 
 

1. Navigate to the required patient 

2. At the patient level, click on the  icon > the Demographic Details screen will display  
 

3. Click into the Surname field > the NHI/MWS Patient Basic Details screen will display 
 

4. At the bottom of the screen, click on the [Aliases] button > the NHI/MWS Patient Aliases screen 
will display – displaying a history of name changes: 

 
 

5. From the above screen, type in the Surname, Given Names of the previous name (Alias): 
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6. Click on the [Add] button > the name added will now display in the above history: 

 
 

7. Click [Basic] to return to the previous screen 
8. Click [Update] > Demographic Details screen displays  
9. Click [Update] 

 
Now in future if someone is searching for the patient under the previous name they will be able to find 
them: 
 

 
 

4.2 VIEW ALIASES 

 
You can view aliases for patient two ways: 
 

- Via the NHI/MWS Patient Aliases screen described in the previous section OR 

- By clicking on the  icon which displays on the Patient Demographics screen: 
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5 UPDATING DEMOGRAPHICS WHEN THE NATIONAL LINK IS DOWN 

When the National Link is down you will receive the following NHI error message: 

 

This means there is no link between our Local 

system and the National system so any updates to 

demographics details will only save to the local 

system and not the National. 

 

 

When you get this message follow these instructions: 

1. Click [Ok] > this closes the message 

2. Click on the Update PMI Demographics  Icon  

3. Update any  
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6 MEDICAL WARNINGS (ALERTS) 

 
Medical Warnings are added against patients in webPAS to warn healthcare providers of the presence of 
any known risk factors that may be important when making clinical decisions about patient care. They 
include adverse medical reactions, allergies, significant medical conditions and child protection alerts 
(child protection alerts are added by the Admissions Manager only). Alerts should only be added under 
the direction of a clinician. 
 
When a patient has had an alert added to 

their demographic record, the alert icon   
will display in the patient banner:  
 
This information also flows through to Concerto – the clinical documentation application from which 
clinicians access patient information. 
 
This section details the adding and maintenance of patient medical warnings which is restricted to 
certain roles and staff across NDHB – please contact the webPAS Administrator for further information. 
 

6.1 ADD WARNING 

 
1. Search for the required patient  

2. In the patient banner, click on the  icon  OR From the patient level, select Update Alerts from 
the Actions drop-down > the Medical Warning screen displays (listing any current alerts): 

 
 

3. Click on the [Add] button > following screen displays: 

 
 

4. Enter Date of Onset (date of onset if known or current date) 
 

5. Enter Warning description (contains information about drugs causing adverse reaction, or relating 
to allergies and significant medical conditions ) e.g. “Anaphylaxis to Bee Stings”  
 

6. Click [Add] > the Medical Warning screen re-displays. 
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6.1.1 UPDATE/DELETE WARNING 

 
The following details how to delete an Alert. This should only be done under the direction of a Clinician: 

 
1. Search for the required patient  

2. In the patient banner, click on the  icon > the Medical Warning screen displays (listing any 
current alerts): 

 
 

3. Click on the  icon next to the Warning next to the Alert for deletion > following screen displays: 

 
 

4. To Update :  Amend the Warning Description & click [Update]  
Or 

5. To Delete: Click on the [Delete] button > a message will display: 

 
 

6. Click [OK] > Medical Warning screen redisplays minus the deleted alert. 
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7 REGISTRATION 

 
Where you have been unable to find a patient on a Local and National search you can register the 
patient onto the National System and download the new NHI on to our Local System. 
  
This should only be done if you are sure that the patient is not already registered.  
 

1. Perform a Local Search > if not found  
2. If patient not found > Perform a National Search  
3. If patient not found > In the National Health Index Search screen, Click on the [Registration] 

button 

 
 
> The NHI/MWS New Patient Registration screen will display: 

 
 

4. Enter:  

 Other Given Names  

 Address  

 Date of Birth 

 Ethnicities (If this information is not available, select ‘Please Update RU’ and update as 
soon as possible. 

 Country of Birth  
 

Note: DO NOT tick the ‘Assign Pre-Allocated NHI Number’ box (this is not in use) 
 

5. Click [Add] > Demographic Details screen displays  
6. Enter Title 

7. Enter all known Demographic Details 
8. Click [Update] > Patient Demographics screen displays  
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7.1 DUPLICATE REGISTRATION 

 
1. If the following warning displays: 

 
 

2. Click [Cancel] to view the duplicates > the following screen will display showing patients already 
registered with the same details:  

 
 

3. If the patient is in this list: Click on the folder to download this patient to the local system. 
 

4. If the patient is not in this list: Click the  in the right hand corner of the screen > the NHI/MWS 
New Patient Registration screen will display 
 

5. Click [OK] > the demographic details screen displays  

6. Complete details as required 
7. Click [Update] 
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8 PRE-ALLOCATED NUMBER PROCESS 

 
Pre-Allocated Numbers are numbers used in emergency situations where you are unable to identify the 
patient. These numbers should only be used in the following situations: 

- If you think the patient should have an NHI but you cannot find them in either the local or national 
system  

- The patient is unconscious  
- Their identity is uncertain  
- You receive a pre-allocated number from the Birthing Suite (for a newborn) 
- When there is a computer system outage and there is no ability to add a patient or print labels. 

___________________________________________________________________________________ 
 

1. Collect the envelope with the Pre-Allocated Number on the front 
2. Go to the Local Patient Search Screen: 

 
3. Enter ‘Pre-allocated Number’ from the envelope and select ‘male’ OR ‘female’ as appropriate 
4. Click [Search] > the Patient Demographics screen will display 

 

5. At the patient level, click on the update demographics  icon > demographic details screen 
displays. 

6. Click into the Surname field > NHI/MWS Patient Basic Details screen displays 
7. Change Surname, from ‘PREALLOCATED NDHB’ to either the Correct Surname (if known) OR 

‘UNIDENTIFIED’ (if not known). 

 The following will display  
 

8. If the surname was changed to ‘UNIDENTIFIED’, click [Yes] 
9. If the surname was changed to the correct surname, click [No] 
10. Update Date of Birth to the correct date or enter 01/01 and year according to approximate age 

e.g. 40 years would be 01/01/1976 
 

11. Click [Update] > the Demographic Details screen displays 
12. Update all known details  
13. Print Labels 

 

Business Rules 
 

 ALL Demographic Information must be updated as soon as this is available. 

 Update the Surname as soon as this information is available. The Surname must not be left as 
‘UNIDENTIFIED’ or as ‘PRE-ALLOCATED NDHB’. 

 If a pre-existing number is found to exist for the patient – AT NO STAGE during the event use 
this. DO NOT log in, admit or print labels using the existing number. 

 When a pre-allocated number has been used: 
- Put a cross (X) on both sides of the envelope, leave unused labels inside and place in 

Glenys’ mailbox in ED, or send to Glenys Wynyard, Main Entrance, Whangarei Hospital. 
 
NOTE:   Any notes called for the patient where a pre-existing NHI number has been found, ensure the 
‘Medical Record Notice’ form showing the Pre-Allocated Number and the Existing Number is completed 
and attached to the front of the notes. 
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9 NEW-BORN PRE-ALLOCATED NUMBER PROCESS 

 
The following section details the process used when the maternity service sends a fax/email /form with a 
PRE-ALLOCATED number on it.  
 

1. Navigate to the Patient Search screen  
2. Enter ‘Pre-allocated Number’ from the envelope. 
3. Click [Search] > the Patient Demographics screen displays 
4. Check the baby’s gender is entered correctly. 

5. At the patient level, click on the update demographics  icon > demographic details screen 
displays. 

 

6. Click into the Surname field > NHI/MWS Patient Basic Details screen displays 

 
7. Change the Surname; from ‘PREALLOCATED NDHB’ to the Mother’s Surname. 

 
8. Change Given 1st Name to “Baby of ‘Mother’s Name’” or “Twin One of ‘Mother’s Name’” or “Twin 

Two of ‘Mother’s Name’ 
 

9. Update Address  
10. Update Date of Birth 
11. Select Ethnicity/ies 
12. Click [Update] > following message displays: 

 
 

13. Select [No] > Update Demographics screen displays 
14. Enter Postal Address, Phone Numbers and GP as per mother 
15. Print labels. 

 

 
Business Rules 
 

 ALL Demographic Information must be updated as soon as this is available. 
 

 The Surname must not be left as ‘PRE-ALLOCATED NDHB’. 
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10 VERSION TRACKING 

 
Any changes to this manual should be recorded in this table 

Version Date Section Name Change 

1.0  Original manual   

     

     

     

     

     

     

 
 
 
 
 
 
 
 
 
 
 
 
 


