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Practice Administrator Account 
 
Each practice using the SCI-DC Clinical Information system will be assigned 
an Administration username and password. Only one user in the practice 
should operate this account and it is the responsibility of the practice to 
assign the SCI-DC administrator. Ideally this should be the Practice Manager 
or Senior Practice Administrator. If you have not received your administration 
account details, please contact Ritchie McAlpine, Clinical Information 
Facilitator, NHS Tayside on ritchie.mcalpine@nhs.net or 01382 632819. 
 
The SCI-DC administrator for your practice can perform a number of 
operations. They can assign, remove and edit practice user accounts, reset 
passwords and manage guest accounts. It is important to keep the user 
account list up to date, especially when a user leaves your practice 
as their account will still allow them access to your practice data. 
Administrators can also contact the regional coordinator or change the 
recorded practice information and contact details 
 
It is vital to stress that the operation and administration of accounts 
is the responsibility of each practice. SCI-DC cannot be held 
responsible for inappropriate use caused by poor management of 
administration accounts. 
 

 
 
 
From the Regional Diabetes Network main screen, select the ‘Clinical 
Information’ link and, after the browser opens a secure connection to the 
SCI-DC server, you will be asked to enter a username and password. 
 
The first time the administrator logs in, they will be asked to change the 
administration password from the one supplied by the regional coordinator 
Please ensure that the password is secure. Do not choose a dictionary word 
or the name of a relative or pet and try to incorporate some sort of 
punctuation. The administration password should never be revealed to any 
other user as he or she may misuse the account.  
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When adhered to, these recommendations will help to maintain the security 
of the SCI-DC System. 
 
 

 
The SCI-DC System Login Screen 

 

 
Password Expiry Screen 

 
Once the Administration password has been successfully updated, a 
confirmation will be shown before allowing the user to proceed to the main 
screen. 
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The Main Administration Screen 
 
A number of options are available for the administrator to use.  
 

 Practice Information & Contacts 
 User Account Management 
 Weekly Practice Utilisation 
 View User Access Requests 
 Last Successful Primary Care Data Download 
 Contact SCI - DC 

 
They can edit the contact and address details stored for the practice, manage 
user accounts or request information, an introduction seminar and supplies of 
SCI-DC stationery.  
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Practice Details and Contact Information 
The first function that a practice administrator can perform is to view or edit 
the Practice Information held on the SCI-DC System. If from the main screen 
you select to view ‘Practice Information & Contacts’, you will be able to 
observe the current settings for your practice. 
 

 
Viewing Practice Details 

 
The first item displayed on the screen is your Practice ID. This is the unique 
number, allocated to your practice by NHS Scotland, which cannot be edited. 
Below this are the items that the administrator can change. These include 
practice name and address, practice manager and contact information. To 
change this information, click on the ‘Edit Details’ link. 
 
 
 
 
 
 
Once the ‘Edit Details’ link has been clicked, the system will allow you to 
change any information you require. 
 

  
Editing Practice Details 

NB : At the bottom of every screen in the Practice Administration area are links to all 
administration operations (Practice Information & Contacts, User Account Management, 
Contacting SCI-DC (regional coordinator)). 
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The edit an item of data, simply click the mouse inside the box you require 
and amend the appropriate information. Once you are happy with the 
information entered send the new data to the SCI-DC System using the 
‘Submit Changes’ button. 
 
The new data will then be added to SCI-DC and the confirmation screen 
shown below will be displayed. 
 

 
 

Confirmation of Practice Data Edit 
 

User Account Management 
 
The second feature of the SCI-DC Practice Administration system is the ability 
to set up and manage user accounts within the practice. By selecting the 
‘User Account Management’ option from the main screen, an administrator 
can view all the accounts currently available within a practice. 
 
 
 
 
 
 

 
 User Account Details 

 

NB : The first time the administration user views the screen shown may be that there are 
no user accounts set up within the practice. This is entirely normal and all accounts will be 
shown when added.
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From the example shown, you can see that there are two possible account 
types which can be created by an administration user, and these can have 
three possible status settings.  
 
 
Descriptions of the two possible account types are detailed below. 
 
Practice User Account 
 
A Practice User Account should be assigned to any user who is employed by 
the practice on a permanent basis and who requires regular access to 
Diabetic Patient data. This would include GP’s, Practice Nurses, Practice 
Managers, Administration Staff etc. 
 
Practice User Account passwords need to be renewed every 3 months and 
can be updated by the user themselves, without any input from the 
Administration User. 
 
 NB : The first time a practice user accesses the system they will be asked to update their 

password using the same process used to update the administration password. 
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Guest User Account 
 
A guest user account should be assigned to a user visiting the practice on a 
temporary basis. Guest user accounts expire automatically after seven days 
and the user cannot renew passwords. Each time a guest user logs in to the 
system they will be informed that their password will expire imminently until it 
is disabled after the seven-day period. At this point, if the user still requires 
access to the system their account can be reset. Information on resetting user 
accounts will follow later. 
 
 
 
 
 
Descriptions of the three possible account status settings are detailed below. 
 
Active 
Practice User Accounts will show up as being active once a user has logged in 
to the system at least once and updated their password. 
 
Expired 
A Practice User Account will show as being ‘Expired’ if the password renewal 
date has passed and the user’s password has not been updated or if the user 
has yet to log in for the first time and change their password. 
 
Guest User Accounts will show up as being ‘Expired’ throughout their seven-
day life span before becoming disabled. 
 
Disabled 
A Guest User Account shall be ‘Disabled’ once it has been available for longer 
than the seven-day limit. 
 
 
From the ‘User Account Details’ screen there are a number of options 
available to the administrator. They can add, edit or remove a user account, 
or reset a user’s password. 

NB : SCI-DC Regional Facilitators have user accounts which allow them access to any 
practice data and they do not require Guest User Accounts. 
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Adding A User Account 
When adding a user, the administrator will firstly see the screen shown below. 
 

 
 Adding A User Account 

 
The user’s details must be completed on this screen. These are ‘Full Name’ 
which should include title (e.g. Dr) if appropriate, User ID, password which 
must be at least 8 characters long, description which should ideally be the 
users job title and the type of account which is to be created. 
 
Once this information has been added the ‘Add User’ button should be 
clicked and the screen shown in below will be displayed, indicating that the 
user details have been added. 
 
If a problem occurred while adding the user account (e.g. User ID already 
exists, problem with the data entered) you will be informed of this and given 
the opportunity to update it. 
 

 
Addition of a New User Account 

 
Once the new account has been successfully added, going back to the ‘User 
Account Management’ screen will show that it is ready to be accessed (see 
Figure 11). The status will remain at ‘Expired’ until the user first logs in and 
updates their password as detailed earlier in this document. 
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User Account Details Showing New User Account 

Editing A User Account 
Editing a user account allows the Practice Administrator to update any 
information stored about a user’s account. It will allow updates to a user’s Full 
Name, User ID, Description or the type of account which they are to be 
assigned with. To edit a user account, click on the relevant link from the 
‘User Account Details’ screen. A screen similar to the below will be 
displayed. 
 

 
Selecting a User Account to Edit 
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From this screen it is possible to select one account only to edit. To do this, 
click on the circle on the right under ‘Edit?’ which corresponds to the account 
you would like to update. Once selected, click the ‘Edit Account’ button to 
update the account. 
 
The next screen will allow you to amend the chosen account using the form 
shown below: 
 

 
Editing a User Account 

 
Once the appropriate information has been changed, the ‘Edit Details’ 
button should be clicked and a confirmation of the new data will be displayed 
on screen. 
 

 
Confirmation of User Account Update 

 
Again, going back the ‘User Account Management’ screen you can view 
the changes which have been made to the user account. 
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User Account Details Showing Edited User Details 

 

Resetting A User Account or Password 
The third action which can be performed by an administrator within the ‘User 
Account Management’ area, is the option to reset a user account or 
password. This may be required if a user forgets their password, or if a guest 
account marked as being disabled is to be re-activated. 
 
To use this feature, click on the link marked ‘Reset Account/Password’ on 
the ‘User Account Details’ screen. From here you will see a screen similar 
to the one in Figure 12 which will ask you to select a user account to reset. 
Once an account has been chosen, the administrator will be shown the screen 
below and asked to enter a new password for the user. 
 

 
Resetting A User Account 

 



 14

 
Confirmation of User Account Update 

 
Once the new password has been successfully entered, a confirmation screen 
(Figure 17) shall be shown. Moving back to the ‘User Account 
Management’ screen will show the updated information.  A ‘Disabled’ guest 
account will now be shown as ‘Expired’ and an ‘Active’ or ‘Expired’ Practice 
user account will be shown as ‘Expired’ until the user logs in and changes 
their password. 
 

 
User Account Details Showing Edited User Details 



 15

Removing User Accounts 
The fourth and final operation which an administrator can carry out on a user 
account is to completely remove them from the system. If the administrator 
clicks on the ‘Remove User Accounts’ link from the ‘User Account 
Details’ screen they will be presented with the following screen: 
 

 
Removing User Accounts 

 
This screen will allow the administrator to remove any number of existing 
user accounts. The accounts which are to be deleted can be selected using 
the ‘checkboxes’ on the right of the screen. Once the desired number have 
been chosen, the ‘Remove Account(s)’ button should be clicked and the 
system will proceed to delete all chosen accounts before displaying a 
confirmation screen. 
 

 
Confirmation of Deleted User Accounts 
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If the administrator now moves to the ‘User Account Management’ screen 
it will be possible to view the updated user account details. 
 

 
User Account Details without Deleted Accounts 

 
 
 

Weekly Practice Utilisation 
 
This facility allows administrators to view the activity of users on the system, 
as shown below as a graphical form. 

 

 
 

Practice Utilisation 
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View All Access Requests 
 
This section allows staff to request access to particular practice information or 
request training on the system. 
 

 
 

Training Requests  
 

 

Last Successful Primary Care Data Download 
 
This will show how many days, as from today since there has been a 
successful download of data from the practice’s Clinical System, e.g Vision.  If 
there has been any problem downloading the relevant data then the date the 
error took place is indicated in Red in the list. 
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Contacting SCI-DC 
The final area available to System Administrators is the ability to contact the 
SCI-DC Administration (your local coordinator) . 
 

 
Request Information Screen 

 
This screen allows practice’s to request Seminars or to ask general questions. 
If a seminar is required, the relevant ‘checkbox’ should be ticked. If you 
require further information on each of these items, simply click on the 
‘Information’ buttons. Submitting the form will result in a screen similar as 
below being displayed. 
 

 
Submission of Administrator Request 

 
The system has been designed to be as easy as possible to use, but if you 
have any difficulty using the system, please contact your local coordinator 
with feedback. If he or she is unable to resolve your problem or if it is a 
suggestion for improvement, this will be forwarded to the national SCI-DC 
team. 
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Contacting your SCI-DC Coordinator 
If you have any problems or queries with the SCI-DC System, or would like an 
administration user name and password to be set up, please contact the SCI-
DC local coordinator by email or internal mail. Please state the name, title and 
position of the proposed administrator. The administration password will be 
issued directly to named member of your practice staff. 
 
Name:  Ritchie McAlpine 

Clinical Data Facilitator 
Tayside Diabetes Managed Clinical Network 

Address: NHS Tayside 
Clinical Technology Centre 
Level 7 (Corridor K) 
Ninewells Hospital 
Dundee DD1 9SY 

Email:  ritchie.mcalpine@nhs.net 
Telephone:  01382 632819 

 
 


