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5 INSTRUCTIONS FOR COMPLETION OF THE REQUEST FORM 
 
The national HPV primary screening implementation guide recommends the universal 
implementation of GP electronic test requesting as an opportunity to improve the transportation 
of samples and improve the tracking of samples between the primary care collection points 
and the centralised laboratory. 
 
5.1 Electronic requesting 

 
All samples should be requested via the Gateshead Screening Service ICE system where 
possible.   Please contact the Laboratory IT support team to set up electronic requesting in 
your practice/clinic. 
 

Telephone  0191 445 6504     Email ghnt.pathsupport@nhs.net 
 

 
5.1.1 To order an Primary HPV Test  
 

To order a Primary HPV test from the Gateshead Screening Services ICE system you can 
either:  

• access directly by logging on using Internet Explorer or  
• launched from the GP system (EMIS or SystmOne) using the InterOp.  

 
With the current version of ICE it is necessary to use either Internet Explorer or Microsoft Edge 
in IE compatibility mode.   
 

The method used will depend upon the location type that the sample taker is working at. 
Sample Takers working in a GP Practice will routinely select the patient within the local GP 
System and launch ICE in order to request the investigation. This will pass the patient details 
to ICE which will register the patient in ICE or update their existing registration and it will be 
possible to generate the request even if the patient had not previously existed in the ICE 
system. 

 
Sample Takers working in Community Clinics, CASH / GUM Units or Hospital based locations 
will routinely access the system directly. It will then be necessary to select the patient from the 
patients already available in the ICE system. If the patient is not already registered in the ICE 
system it will NOT be possible to generate the request using ICE and the request should be 
generated either using CSMS (HMR101) or using a manual request form.  
The link to access the system directly is: 
https://gatesheadscreeningservices.ghnt.nhs.uk/icedesktop 
  
Once the patient has been selected the Request pane should be displayed. 
 

 
 

mailto:ghnt.pathsupport@nhs.net
https://gatesheadscreeningservices.ghnt.nhs.uk/icedesktop
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The details for the patient that has been selected should be displayed. 

 

The first question that will be asked is whether the address details are correct. It is important that the 

address details are checked because if the patient would prefer correspondence to be sent to their 

home address this will be the address that the result letter is sent to. 

 

If the address recorded is incorrect the following message will be displayed. Sample takers working in 

a GP setting will be able to update the patient details in their local GP system and then re-launch the 

ICE session. This should result in the updated address details being passed to ICE. Sample takers 

working in other settings are unable to edit the patient details in ICE, but if necessary they should 

contact Pathology Support using the number quoted and we will be able to update the patient details 

for you. 

 

If the details are correct the request will proceed to the questions screens. Please complete 
all questions accurately.  
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5.1.2 Sample location 
 

When requesting the Cervical Screening / Primary HPV investigation it is essential that the 
requesting location (selected upon completion of the request) is correct and accurately 
reflects the type of patient being seen. 
 

 

  

  

It is also essential that this corresponds with the requesting location type selected from 
question shown below.    
  

  
  
  
  
  
  
  
  
  
  
  

 
Failure to provide accurate information may result in the wrong management being given and 
could also result in the result being rejected by the Cervical Screening Administration Service 
(CSAS).  When requesting  from within a hospital location that is not Colposcopy i.e. OPD, 
Theatre etc please select   NHS Hospital Location (exc Colp)  to ensure the patient is 
directly referred to Colposcopy if required. 
 
If it is not possible to select the appropriate location whilst generating a request please contact 
the Pathology IT Support team on the numbers above for assistance as possible as your ICE 
user account may need to be amended. 

   
 
5.1.3 Patient History  
 

It is the sample takers responsibility to give accurate patient screening and 
treatment history.  
 
Please give all relevant clinical details (e.g. HIV status, DES exposure, compromised 
immunity) on the ICE form when requesting the test.  The term RVI (Retro Viral Infection) 
should be used to indicate HIV+ve status. 
  
The ICE request will ask whether the patient has had treatment for a cervical abnormality. If 
‘Yes’ the following questions will be triggered to gather the appropriate information. 
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There is still the opportunity to add additional clinical information at the end of the request if  
required, but obviously the space available is still limited. 
  

To complete your request click Accept Request at bottom right hand side of screen.  
 

 

If you have a Zebra ICE Label Printer already set up for ICE, this will continue to produce a 
label on the new ICE for this test.  If using an A4 printer you must ensure that you select the 
correct printer and that the printer draw has ICE paper loaded.   The Gateshead A4 ICE paper 
includes a sticker in the top left which must be removed and placed on the sample container.  
The barcode contains all the clinical details. 
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5.2 Cervical Screening Management System (CSMS)  Electronic request form 

 
Until you are set up for electronic ICE requesting, the CSMS HMR101 form can completed 
electronically or hard copy downloaded from the system.  
 
5.2.1 Accessing Cervical Screening Management System 
 
If you require any support in accessing the CSMS this can be accessed via the website 
 
https://cervicalscreening.nhs.uk 
 

 
 
 

• To access the Cervical Screening Management System you must have a PC with a 
Smartcard reader. The web address is https://cervicalscreening.nhs.uk   

 

 

• Select Log in with my Care Identity. 
 

 

https://cervicalscreening.nhs.uk/
https://cervicalscreening.nhs.uk/
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a) To search for patient data 
 

 

 

i. The preferred search method is the NHS number.  Enter NHS number and select ‘Find 
patient’. 

 

ii. If NHS number not available it is possible to search using the First name, Last name, 
Date of Birth and Postcode.  This should cause a list of possible matches to be 
displayed. 

 

iii. If no matches are found a warning will be displayed. 
 
Please ensure the demographic details match the patient you are searching as 
there have been some indexing issues and very occasionally the incorrect 
patient is found.  
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iv. Select the appropriate patient and click ‘View patient summary.  This will cause a new 
window with the patient’s full details to open. If there is only one possible match, the 
patient summary window will open automatically. 

 

v. If the patient’s screening history needs to be checked scroll down to ‘Test results’ 
results of previous tests are displayed. 

 

 

b) Generating an Electronic HMR101 Request Form from CSMS 
 

i. If the patient is eligible for a screening sample to be taken select ‘Go to HMR101’ 

 

vi. Enter your sample taker code and select continue 
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vii. To continue with an electronic HMR101 request, select “Create digital form” and press 
continue: 

 

 
 

viii. Select address registered on CSMS “Send result letter to this address”(the laboratory 
does not have the ability to send to a different) press continue: 

 

 
 

ix. Complete the LMS and additional information (Please ensure if the patient is HIV 
positive that Retroviral Infection (RVI) is checked) press continue: 
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x. The date will automatically be populated, select the source of the sample, reason for 
the sample and sample type and then press continue. 

 

 

 
 

xi. Enter clinical details and press continue 
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xii. This will then generate a preview of the HMR101 form, check the details are correct 
which will have a summary of the patient history and details entered electronically. 

 

 
 

xiii. A blank page is always printed after HMR101 form, to stop this type 1 as below. 
 
 
 

 

xiv. This request form should then accompany the appropriately labelled specimen/s as per 
sections 9 ((Full name, Date of Birth, a fourth identifier (ideally the NHS number; the 
patient address is also acceptable). 

 
 

c) Generating a Blank HMR101 Request Form from CSMS 
 

i. Log onto CSMS and access the patient record following 5.2.1 Accessing Cervical 
Screening Management System above. 

 

ii. If the patient is eligible for a screening sample to be taken select ‘Go to HMR101’ 
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iii. Enter your sample taker code and select continue 
 

 

iv. To print a blank HMR101 form, select ‘Preview and print paper form’ and click ‘continue’ 
 

 

v. The print preview for the HMR101 form is displayed. 
 

 
 

vi. Click ‘Print HMR101 Form’ The print screen is displayed. 

vii. A blank page is always printed after HMR101 form, to stop this type 1 as below. 
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viii. Please complete the form, paying particular attention to the provision of relevant clinical 
history. Also print your full name and your NMC, GMC or PA number. 

 

ix. This paper request form should then be completed manually see below and 
accompany the appropriately labelled sample specimen/s as per sections 9 ((Full 
name, Date of Birth, a fourth identifier (ideally the NHS number; the patient address is 
also acceptable). 

 
 
5.3 Paper request forms:  
 

These are being actively phased out by the laboratory and should only be used when electronic 
requesting is not available due to an IT issue. In this case a hard paper copy of the CSMS 
request form should be completed as above in full with all information PRINTED legibly or a 
printed label containing patient demographics can be used. 
 

Whichever request form is used, the provision of information relating to 
previous biopsies (punch, LLETZ/loop, cone etc) with histology grade and date 
of biopsy, as well as details of any treatment are ESSENTIAL to ensure correct 
patient management is given. 
 
NHS number:  
The NHS number MUST be used whenever it is available as this is the unique patient identifier. 
In addition, the full forename, surname and date of birth MUST be given. 

 
PIN codes:  
The GMC, NMC or Physician Associate (PA) number is the unique sample taker identifier, or 
PIN code. This information MUST be provided on all request forms. The sample taker name 
should also be printed clearly. If a PIN code is not given, is illegible or the sample taker is not 
registered on the CSTD, this is reportable to the Screening & Immunisation Team so that 
enquiries can be made to determine if the sample taker is validated to take cervical samples. 
 
 
5.4 High Risk Specimens  
 
Specimens which pose a risk of infection to members of staff eg HIV, Hepatitis B, TB etc  
 

• It is the responsibility of the referring clinician to ensure that high-risk samples are 
clearly identified on both the sample container and request form to reduce the risk of 
infection to staff and others. 

 
 


