
Hints and Tips 
Introduced to enable you to make 
the most out of Leeds Care Record 

Click to jump to that section or scroll down this document:  

• Want to find a specific medication? 

• Looking for a particular hospital item, appointment, or letter? Use the filter feature 

• Locate patient Next of Kin details 

• Did you know you can download / print Hospital letters on your patient? 

• How do I know if my patient has passed away? 

• Locate GP appointments, referrals and admissions 

• How do I find out if I have a high risk patient? 

• Views PAC’s medical images alongside patient reports / findings 

• View patient appointments from Leeds Teaching Hospitals & Leeds Community Healthcare 

• Leeds Community Healthcare NHS Trust are now contributing  

• Adult Social Care Contacts 

 

Patient Search 

• How do I change my password? 

• Your Leeds Care Record account will become deactivated if you do not use it 

• Warning messages: what do they mean? 

Single Patient View 

• Use ‘Emergency Access’ to view patient records that are not linked directly to your organisations system 

System & Account Administration 

Other Guides 
• Leeds Care Record FAQs 

• Hospital Tab 

• GP Tab 

• Mental Health Tab 

• Community Tab 

• Community FAQs 

• Adult Social Care Tab 

• Adult Social Care FAQs 

• Virtual Ward 

Got a hint or tip when using Leeds Care Record?  
Please share it with us: leeds.carerecord@nhs.net  

Click to jump to that section or scroll down this document:  

https://www.leedscarerecord.org/lcr/widget/faqs/faqs.pdf
https://www.leedscarerecord.org/lcr/widget/whats-in/hospital-tab.pdf
https://www.leedscarerecord.org/lcr/widget/whats-in/gp-tab.pdf
https://www.leedscarerecord.org/lcr/widget/whats-in/mental-health.pdf
https://www.leedscarerecord.org/lcr/widget/whats-in/community.pdf
http://www.ppmsupport.leedsth.nhs.uk/Resources/LCHFAQ.pdf
https://www.leedscarerecord.org/lcr/widget/whats-in/adult-social-care.pdf
http://www.ppmsupport.leedsth.nhs.uk/Resources/ASCFAQ.pdf
https://www.leedscarerecord.org/lcr/widget/whats-in/virtual-ward.pdf
mailto:leeds.carerecord@nhs.net


Want to find a specific medication? 
 
 
• Navigate to the Medications section on the 

relevant organisation tab 
 
• Using your keyboard: 
 
hold ‘Ctrl + F’ together and then type the name  
of the drug you are searching for 
 
• Your results will then be highlighted on the 

page and saves you time manually searching  
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Looking for a particular hospital item, 
appointment, or letter? Use the filter feature. 

Click on the hospital tab 
 
Type the item your searching for and hit 
enter on the keyboard 
example; ‘dermatology’ 

 
Your results will then be displayed 
 
Use the dropdown list to also filter items as 
required  
example; ‘Show Booked and Delivered’ items 

 
You can click ‘All’ to view a list of all items 
 

dermatology 
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Tip: Look out for future booked hospital 
appointments at the top of the items list 
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Locate patient Next of Kin details: 

• Go to the Hospital or GP tab 
 

• Click on View Patient Details  
 - top left 
 

• Choose Contact Info tab 
 

• View NOK Information  
 - if available 
 
• To go back click the ‘All’ button 
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Tip: There are 3 
tabs within the 
Patient Details 
section. 
Details: NHS 
Number, Name, 
Date of Birth, 
Allergies etc. GP 
Details and Other 
Identifiers 
Unit/District, PAS 
and HSP Numbers.  
Contact Info: 
Address, telephone 
numbers, NOK 
(Next of Kin) 
information.  
Clinical Contacts: 
Displays a record of 
clinicians involved 
with the patient. 
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Did you know you can download / 
print Hospital letters on your patient? 

• Go to the Hospital tab 
 

• Click on Clinical Documents 
 

• Click your letter (File Link/EPRO letters) 

 
• Hover over the letter with mouse 

 
• Select ‘Download’ or ‘Print’ icons  
      that appear over the letter 
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How do I know if my patient has passed away? 

• Your patient details box will have turned black and will have a faded line around it. 
 

• Underneath the patients Born date you will also  
be shown a Died date and Age at Death. 
 

• You can view this information as soon as the  
hospital has been made aware of a  
patients passing. 
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Locate GP appointments, referrals 
and admissions: 

• Go to the GP tab 
 

• Click on Encounters/Events 
 - left column 
 

• Choose Encounters (appointments), 
Referrals or Admissions tab 
 

• Click the name of the item to toggle 
more information on that entry 
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How do I find out if I have a 
high risk patient? 

• Go to the Hospital tab 
 

• View Patient Clinical Alerts section:* 
High Priority Alerts - patient currently taking part in a clinical trial (Information recorded from Leeds 
Teaching Hospitals Organisation) 
Administrative Alerts - such as a data quality issue (Information recorded from Leeds Teaching 
Hospitals Organisation) 
Mental Health Alerts – if patient has any known mental health alerts from Leeds & York Partnership 
NHS Foundation Trust.  
*(Patient Clinical Alerts will only be shown if anything has been recorded on the patients PPM+ or PARIS system record) 
 

       For full details of all patient alerts, click on the Alerts from the Actions bar on the left. 
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Views PAC’s medical images* 
alongside patient reports / findings: 

Navigate to the Results section 
on the Hospital Tab 

IMAGES MUST ONLY BE USED FOR CLINICAL REVIEW PURPOSES. THEY ARE NOT OF SUFFICIENT QUALITY TO BE USED 
FOR DIAGNOSIS OR PATIENT MANAGEMENT. ONLY REPORT TO A PATIENT IF YOU ARE CLINICALLY QUALIFIED TO DO SO. 
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2 Under results, select PACS* 

*GPs and specialist teams given access to PACs only 

3 You will then be presented with 
the patients PACs images and 
reports 
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Use the dropdown list to view any historical PACS findings 

Print reports here 
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View patient appointments from Leeds Teaching Hospitals 
& Leeds Community Healthcare. 

         Click on the relevant organisation tab. 
     
         Click on ‘Encounters / Events’ from the left. 
 
         View relevant appointment information in the list. 
 
Red: May be shown for hospital appointments that never 
happened. For example DNA (Did Not Attend), the clinic 
cancelled etc… 
 
Any hospital planned appointments display at the top of 
the list and indicate a future booked appointment (LTHT). 
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Click to appointment to view 
more information 

These appointments only show booked schedules 
and do not currently indicate any waiting periods. 
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Leeds Community Healthcare NHS 
Trust are now contributing 
relevant information from their 
patient’s health records. 

Examples include: 
• Live referrals to community 

services 
• The presence of a care plan 
• Comprehensive FAQs to 

support collaborative working 
• Medications 
• Observations 
• Vaccinations 
• Encounters/events   

The Community tab is updated via a feed from Leeds 
Community Healthcare NHS Foundation Trust which is 
refreshed regularly to assure the information is kept up to date.  
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Adult Social Care Contacts 
You can now view the various citywide 
Adult Social Care teams contact 
numbers in Leeds Care Record. 
  

Click the ‘HELP’ link on the Adult Social Care tab 
and scroll to the bottom to view the contacts. 
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Use ‘Emergency Access’ to view 
patient records that are not linked 
directly to your organisations system. 

Examples include: 
• Medical emergency 
• Temporary patient care required 
• Patient referral not yet processed 
• Where direct care is required 
  

GP users can choose ‘Link the patient’ to 
permanently unlock that patients record in 
Leeds Care Record. 

Follow these steps: 
Search for your patient in Leeds Care 
Record: 
 
 
Choose ‘Other Organisations’: 
 
 
Select correct patient from the list: 
 
 
 

Proceed with ‘Emergency Access’ to 
unlock the patient’s record for 24hrs. 
 

A patient record must be held within Leeds Teaching Hospitals NHS Trust.  
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How do I change my password? 

• Log into Leeds Care Record 
 
• Choose the downwards arrow next  

to the ‘Sign Out’ button 
 

• Choose Change Password option and 
follow on screen instructions. 
 

Passwords must be a minimum length of 8 characters, include at 
least a number and a capital letter.  
Passwords will expire and be prompted to change every 90 days. 
For password resets, contact: leeds.lth@nhs.net 
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URL: https://leedscarerecord.leedsth.nhs.uk 

Login address 
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Your Leeds Care Record account will 
become deactivated if you do not use it. 

• Logging into the portal on a regular basis will 
ensure that your account is kept activated. 
 

• If you do not log into Leeds Care Record, after 
a period of 90 days (3 months), your account 
will become deactivated and you will not be 
able to use your account credentials anymore. 
 

• We recommend that you log into Leeds Care 
Record routinely to keep your account active. 

Regarding Your Account Usage 

Lose It 
or 

Use It  

URL: https://leedscarerecord.leedsth.nhs.uk 

The 90 day rule 

Login address 

IMPORTANT 
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Warning messages: what do they mean? 

Occasionally, in the bottom right-hand corner of the screen, you 
may be displayed with a warning message. 
 
This can indicate a number of advisories, for example: 
• The organisations system which you are requesting 

information from is currently down or is experiencing 
technical problems. 

• You may have experienced a drop in the internet or the 
request has timed out. If this occurs try clicking away from 
that item and then going back to it later as it may reload. 

• The item may have been marked as private or you do not 
have sufficient privileges to view that information. 

• PPM+/Leeds Care Record may be experiencing errors and will 
be corrected as soon as possible. 

If you are experiencing regular 
error messages, please notify 
leeds.carerecord@nhs.net so that 
the relevant technical teams can 
investigate further. 
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