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Getting started 
As part of the Transforming Care Programme CCGs are required to hold a register of individuals who are 
deemed at risk of admission to hospital.    

The ‘Dynamic Support Register’ supports collaborative working across health and social care that enables 
an improved understanding of the local population, assists commissioners to track individuals, identify 
existing gaps in current service provision and support individuals to remain well and supported in the 
community.  

This user guide explains the  

 requirements of the system,  

 how to register, log in and out,  

 submit new and maintain existing records,  

 view and generate reports, 

 configure and administer the system 

Access to the system is role-based and there are 4 levels of access at user level: 

 Standard user – can add data and view their own data that they have added 

 Reporting user – can view data and report on the data in the system. This is organisation 

based so that if multiple organisations are using the same installation, they only get to see 

their own organisation’s data. 

 Administrator – can control the configurations within the tool and has the same access 

as both Standard and Reporting users 

 Master admin – system configuration only, cannot see patient data 

Requirements to use the system 

To use the system, you will need  

 a modern internet browser such as, 

o Microsoft Edge,  

o Google Chrome,  

o Firefox,  

o Opera,  
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o Safari 

 an email address from 

o NHS.net  

o NHS.uk 

o GOV.uk 

o Other users can be added on an individual basis by Administrators 

 a UK facing internet connection.   

o You can test this by visiting https://amiuk.nhsservices.org. If this link provides you 

with an error page, then you do not have a UK facing internet connection and you’ll 

need to contact your system administrator.  

Using this guide 

This guide is broken down into simple step by step instructions to support the user in 
understanding and using the functionality available within the system. 

Within the step-by-step guides, 

 Buttons or links are highlighted like this, and this indicates that the user should click to 

confirm the action or navigate the system, 

 Form Field Labels are highlighted like this, and this indicates to the user the area the 

screen they should be entering content or select available options. 

How to register, log in, change password, 
and log out 

Registering to use the system 

All users of the system must be registered, and each user will have a unique username and 
password.  All system activity is logged and available for audit so user accounts must not be 
shared between users.  There is no limit to how many users can be registered to use the system.  
Administrators can also register users via the Manage User administration tools.   

 Open a browser window and enter the URL / address: 

dsr.staffordshireandstokeontrent.nhs.uk or click on the link on the DSR’s ‘Integrated Care 

System’ Web Page:    Dynamic support register - Staffordshire and Stoke-on-Trent, ICS  

https://amiuk.nhsservices.org/
https://staffsstokeics.org.uk/your-health-and-care/dynamic-support-register/
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 Click on the Register button, 

 Complete the form entering your First Name, Last Name and Email Address.  All fields are 

mandatory and must be completed. 

 

 

 

 Click the Register button. 

The registration process here after is automatic and, assuming you’ve met the criteria, a 
welcome message will be sent to your email address.  This will contain a randomly 
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generated password for your account.  We recommend you “Change Password” when you 
log in for the first time.  

 

Should you belong to an organisation outside of the ‘accepted’ email address list then you 
will need to email the DSR system administrator to have your own email assigned to the 
system and enable you to register. 

Logging in to the system 

To use the system, you must be registered and have your username and password.  

 Open a browser window and enter the URL / address  

 

 

 

 

 Click the Login button, 
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 Enter your Email Address and Password, then click the Log In button, 

 

If, after clicking the Log In Button, the error message below is displayed: 

The login details are incorrect. Please try again or use the "Forgot your password" feature 

Please attempt the log in process again taking care to re-enter the correct user details.  If the 
error message persists then click the Forgot your password link on the log in page to reset your 
user account details.  

 

If you do not receive an email with your reset user details, please speak to a system 
administrator. 
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Changing your password 

After logging in for the first time you may wish to update your password, you may also want to 
change your password if you think someone else may know it or has gained access to your 
account.  To change your password, you must be logged into the system. 

 Click the Change Password option in the top navigation bar, 

 Type your Current Password into the top field, 

 Type your new password into the New Password and Confirm New Password fields paying 

attention to the password rules as displayed on the screen. 

 Click the Submit button. 

 

Logging out from the system 

The system will automatically log you out after a period of inactivity, but it’s recommended that 
you log out when you’ve finished using the system.   

 Click the Logout option in the top navigation bar. 

This will log you out from the system and load the log in screen where a success message will be 
displayed confirming you’ve logged out. 
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Forgotten passwords 
If you’ve forgotten your password and cannot log into the system, then you can request a new 
password to be sent to you.  You will need access to your email account for this process.  

 If you’re not already on the login page then open a browser and navigate to the system 

login page, 

 Click the Forgot your password link at the bottom of the log in form.  This will load the 

Password Reminder screen. 
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 Enter your email address into the Email Address field, 

 Click the Send New Password button. 

If there is a matching email address on the system an email will be sent to it containing a new 
temporary password for you to use.  It is recommended after logging in with the new password 
that you change your password. 

If you do not receive an email into your inbox, please check your junk folder to confirm it’s not 
ended up in there.  If you still do not receive an email, please contact a system administrator. 

Making a New Referral 
The ‘Dynamic Support Register’ supports collaborative working across health and social care 
that enables an improved understanding of the local population, assist commissioners to track 
individuals, identify existing gaps in current service provision and support individual to remain 
well and supported in the community.  Individuals are only added to the register once consent 
has been given or, in the event an individual lacks capacity, a best interest decision has been 
made.  

To add a new record to the system. 

 If you’re not already logged into the system then open a browser, navigate to the system, 

and log in, 
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 Click the Submit New Record option in the top navigation bar, 

 

 Complete the form fields for all the information you have, 

Please note the elements below are customisable by each organisation using the system, 

o There is a minimum data set required to submit a new record.  You will be 

prompted on each required field if it’s not completed, 

o The name of the form and the supporting guidance for the form so it may look 

slightly different to the screenshot, 

o The system can be configured so that if consent isn’t given or a best interest 

decision taken then records cannot be added, 

o The consent form link and guidance are customisable.  The consent form can be 

hosted within the system or hosted externally, 

 Click the Add Record button to submit the new record. 

After submitting a new record to the system, a notification will sent by email to the DSR Team 
email inbox.  It can be sent to the user submitting the record, the system administration team, or 
another email address, or any combination of these. 
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Update an existing record / capture 
outcomes 

Updating the record 

A record on the system can be updated by the user who made the original referral and 
administrators (who have appropriate organisation access).  

To update an existing record to the system. 

 If you’re not already logged into the system then open a browser, navigate to the system, 

and log in, 

 Click the Referrals option in the top navigation bar, 

 

 Find the record you want to update in the list of records displayed on screen, 

To find the record you can, 
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o Navigate through the records by using the Previous / Next links at the bottom of the 

table, 

o Use the Search box by typing in the individual’s name.   As you type – the list will 

filter showing the records which match what you’ve typed, 

 Click the View link of the record requiring update, 

 Update the required record fields, 

 Click the Update Record button at the bottom of the form to save the updates. 

 

All updates to the records are saved and the version history of changes is visible to users and 
administrators who have access to the record.  To view the history of changes, click the History 
tab at the top of the form.  The number in brackets on the tab indicates how many times the 
record has been updated.   

Recording the outcomes 

A record on the system can only have outcomes added to it by administrators who have 
appropriate organisation access to the record.  There can be two types of outcomes recorded on 
the records, 

 Outcome and the record remains active, 

 Outcome and the record is archived. 

If the record is archived this has the following impact 

 the record will no longer be able to receive further updates / outcomes, 

 the record will no longer be visible via the submissions page, 

 the record will not be included in the reporting dashboard, 
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 the record will not be included in the active record report downloads, 

 the record will only be available for download via the archived records report 

To add an outcome and keep the record active 

 If you’re not already logged into the system then open a browser, navigate to the system, 

and log in, 

 Click the Referrals option in the top navigation bar, 

 Find the record you want to add the outcome to in the list of records displayed on screen, 

To find the record you can, 

o Navigate through the records by using the Previous / Next links at the bottom of the 

table, 

o Use the Search box by typing in the individual’s name.   As you type – the list will 

filter showing the records which match what you’ve typed, 

 Click the Outcome link of the record requiring the outcome, 
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 Confirm the name of the individual in the top left of the page is the correct record to be 

updating, 

 Check the appropriate option to the question Has a C(E)TR been requested?, 

 Check the appropriate option to the question Has a LAEP been requested?, 

o If the response is No to both questions, then proceed to update the Summary step, 

o If the response is Yes to either of the questions, select the appropriate option to the 

question Did either meeting happen?, 

 If the answer is No, update the Why did this not happen? field, 

 If the answer is Yes, select the appropriate option from the What was the 

outcome? field,  

 Update the Notes field as appropriate 

 Click the Save & Update button to save the outcome. 

All outcome updates to the records are saved and the version history of changes is visible to 
administrators who have access to the record.  To view the history of changes, click the 
Outcomes tab at the top of the form.  The number in brackets on the tab indicates how many 
times the record has had an outcome recorded.   

 To add an outcome and archive the record 

 If you’re not already logged into the system then open a browser, navigate to the system, 

and log in, 

 Click the Referrals option in the top navigation bar, 

 Find the record you want to add the outcome to in the list of records displayed on screen, 

To find the record you can, 

o Navigate through the records by using the Previous / Next links at the bottom of the 

table, 

o Use the Search box by typing in the individual’s name.   As you type – the list will 

filter showing the records which match what you’ve typed, 

 Click the Outcome link of the record requiring the outcome, 

 Confirm the name of the individual in the top left of the page is the correct record to be 

updating, 

 Check the appropriate option to the question Has a C(E)TR been requested?, 
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 Check the appropriate option to the question Has a LAEP been requested?, 

o If the response is No to both questions, then proceed to update the Summary step, 

o If the response is Yes to either of the questions, Check the appropriate option to 

the question Did either meeting happen?, 

 If the answer is No, update the Why did this not happen? field, 

 If the answer is Yes, select the appropriate option from the What was the 

outcome? field,  

 Update the Summary for Next Meeting field, 

 Update the Plan From Meeting field, 

 Click the Save & Archive button to save the outcome, 

 

 Click the Yes – Archive button to confirm the archive action, 

o If you’re unsure, click the No – Cancel button to return to the outcome form. 

Viewing / creating a report 
The reporting dashboard allows administrators and reporting users to have an “at glance” view of 
the records held on the system.  The dashboard shows the total number of records, the total 
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records by age group, the total records by their risk type and the total records per organisation 
using the system.  The reporting dashboard can also be filtered by organisation to show the “at 
glance” view for a single organisation. 

Viewing the dashboard 
 If you’re not already logged into the system then open a browser, navigate to the system, 

and log in, 

 Click the Reporting option in the top navigation bar, 

 To filter the dashboard to a single organisation you can, 

o Select the organisation name from the Referring Organisation select field.   

 

Creating / Downloading a report 

The report / data download feature allows administrators and reporting users to download data 
into an excel spreadsheet.  The different types of reports that can be downloaded are, 

 Referral Data (all records), 
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 Referral and Outcome Data (all records), 

 Key Working Team Data (all records with individuals aged 0 – 25), 

 Archived – Combined (referral & outcome) Data, 

 The reports can be filtered to customise the amount of data within the report.  The filters 
available are, 

 Referring Organisation, 

 Age Range (this filter is removed if the Key Working Team Data report is selected), 

 Risk Type, 

 Locality. 

Administrators and reporting users, if required, can be restricted by organisation(s) to allow 
access to only those records for those organisations. 

To create / download your report 

 If you’re not already logged into the system then open a browser, navigate to the system, 

and log in, 

 Click the Reporting option in the top navigation bar, 

 

 In the Report / Data Download panel select your reporting options, 

o Choose the type of report from the Report / Data Download  table of options, 
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 Select the organisation name from the Referring Organisation select field, 

 Apply any required filters to the report from the Report Filters options, 

o The age filter will be removed if you select a report that has age constraints already 

applied to it e.g. the Key Working Team Data (all records with individuals aged 0 – 

25) report, 

 Click the Generate Report button. 

An excel file with the report content will be generated and downloaded to your machine.  Some 
of these reports contain patient identifiable data so please ensure you follow appropriate data 
governance procedures to secure these both at rest and, if they’re being distributed, in transit.
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Please contact the DSR Team at DynamicSupportRegister@mpft.nhs.uk For support and 
information. 
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