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Cervical Screening Management System 

1. How to access the Cervical Screen Management System (CSMS) 
 

 

 

 

           

 

 

Once opened, you will find the page to log in, you will be able to use your Smart Card 

Identification to log in. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This icon will be on your 

desktop. You will need to 

find this and open it to 

access the system. 
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2. Finding the 2 lists 
(PNLs + Letters list)                                                                     
 

You will then find a page with 3 tabs at the top; Patient – Reports – Notifications. 

 

 

 

 

  

This is the page it will take 

you to once you have 

logged in. 

 

You will need to click on 

the ‘Notifications’ tab to 

find the 2 lists we use to 

invite. 
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3. Prior Notifications List (PNL) 

Prior Notifications List (PNL) – Electronic Invites 

 

 

 

You will need to go through each patient on this list – you need to check they 

are eligible for a smear or if there is any indication that they cannot have a 

smear (see indications on page below). Once you have checked their record 

and there are no indications, you can invite them, by clicking ‘Invite’ and then 

‘Submit’. 

 

 

 

 

 

 

 

 

 

 

 

  

You will then need to click on 

‘Patients due to be invited’ – 

this will show the patients on 

the PNL list. 

This list must be checked 

weekly. 

 

Please note, the ‘Next test due 

date’ may be a month or so in 

advance, we continue the process 

and invite the patient as the CSMS 

team use this list to invite them 

electronically. 
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Indication check points: 

• Age – must be between 24 ½ years old – 65 years old 
 

CANNOT have a smear/ should not be invited if: 

 

• Current pregnancy or recent birth (under 3 months since birth date) 
 

• Has had a hysterectomy (womb taken out) = NO cervix so, no smear 
 

• Transgender patient, if Male to Female and gender marker has been changed to 
female – will need to be ceased as will not have a cervix 
 

• Transgender patient, if Female to Male – must check if they have had a 
hysterectomy – if has NOT then will still need to be invited 
 

• Recent test – this will show on the emis notes via lab reports (sometimes the 
system can be a bit behind) 
 

• Under Colposcopy/ treatment relevant to screening (sometimes there may not be 
an updating letter so you will need to phone St Michael’s Colposcopy on 0117 
342 5811) 
 

• (Over 50s) If they have had a test within last 5 years and is less than 5 years to 
65, they will be ceased from that last test – so should not be reinvited 

 

*If a patient needs to be deferred or ceased due one of these reasons – do 

NOT send an invite – see Section 6 Ceasing/Deferring  
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4. Patients who have not responded (Letters) 
This list is called ‘Patients who have not responded’ – This is the lists we send letter 

invites to. 

 

 

 

 

 

 

 

These patients are on this list as they need reviewing as they have not 

responded to 2 or more invitations to have smear taken. 

You will need to go through each patient on this list – you need to check 

they are eligible for a smear or if there is any indication that they cannot 

have a smear (see indications on page above^). Once you have checked 

their record and there are no indications, you can invite them by sending a 

letter. This process is now done on Emis.  

 

 

 

 

 

 

 

 

 

 

 

 

 

You will then need to click on 

‘Patients who have not 

responded’ – this will show the 

patients on the Letters list. This 

list must be checked weekly. 

 

You will be on the patient’s 

notes already. You will need to 

be on consultations and click 

the drop down on add. You then 

need to click document and 

click ‘Create Letter’ 
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The letter type you will need is called  

‘Smear Invite Letter 2019’ 

 

 

 

 

 

You will then need to print this letter and save it to the patient’s record. 

Once printed, you will then need to include a ‘Cervical Screening 

Information Leaflet’. Which looks like the image below. This must be 

included with the letter. You will then need to put it all together into an 

envelope and frank and post it as 2nd class. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You will need to search 

for this template the 

first time you use it. 

These leaflets must always be 

printed (there is always spare 

kept) – The link for this leaflet is: 

Y:\Broadmead Resource File\Non-

Clinical, Administrative\Cervical 

Screening - updated 2025\Smear 

Information Leaflet.pdf 

And you will need to print them as 

double sided- flip on long edge. 

file:///Y:/Broadmead%20Resource%20File/Non-Clinical,%20Administrative/Cervical%20Screening%20-%20updated%202025/Smear%20Information%20Leaflet.pdf
file:///Y:/Broadmead%20Resource%20File/Non-Clinical,%20Administrative/Cervical%20Screening%20-%20updated%202025/Smear%20Information%20Leaflet.pdf
file:///Y:/Broadmead%20Resource%20File/Non-Clinical,%20Administrative/Cervical%20Screening%20-%20updated%202025/Smear%20Information%20Leaflet.pdf
file:///Y:/Broadmead%20Resource%20File/Non-Clinical,%20Administrative/Cervical%20Screening%20-%20updated%202025/Smear%20Information%20Leaflet.pdf
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This is the only 3 ways 

through the CSMS system 

that we invite patients for 

their Cervical Smear test. 

 

5. Patients to review 
‘Patients to review’. This tab involves any patients that the Screening programme wants 

you to double check and review. Usually there are not many.  

 

 

 

 

 

The types of patients to review: 

• Ceased recall patients (taken off programme) 

• Repeat advised (usually when a repeat is due sooner than normal – ‘abnormal 
follow up) 

• Suspended recall (usually delayed than normal recall due to Colposcopy) 
 

Most of the time these will not require us to send an invite, as usually they are not due 

yet or have been ceased. However, sometimes they are due/overdue, and we will need 

to send them a letter invitation. This is done in the same way as in Chapter 4. 

 

Step by step of what to do if patients are on this list: 

1. Find the patient on EMIS 
2. Review their medical records, searching for the reason they are on that list. 
3. If you can see that the patient needs to be invited for their smear, then send a 

letter to them. 
4. If you can see that the patient is not due for their smear yet or has been ceased, 

do not send an invite. 
5. Then go back to CSMS 

6. Press ‘Review’  
 

7. Then press ‘Review Completed’ 
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6. Ceasing/Deferring on CSMS 
If on either the PNL or Letter list – there is an indication that the patient cannot have a 

smear, you will need to defer or cease them, through CSMS. Usually this will only be 

deferring, but both processes will be shown below. This is the same process for each 

list. 

To Defer: 

 

 

 

 

1. Click on ‘Defer’  
2. Choose a reason to defer the patient  
3. If reason is ‘Pregnancy’ – 

          Choose this and click continue  

 

 

 

 

 

 

 

 

 

 

3(a) - If reason is Pregnancy it will then ask you how long you want to defer them for – 

you will need to find out the patient’s Estimated Date of Delivery (EDD), via their EMIS 

notes. Then you will need to defer 3 months after the EDD. This is always 3 months 

after the baby is due to be born. 

3.(b) Then enter the EDD and your number of months + continue- then submit                                      
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4. If reason is ‘Recent Test’ – choose this and click continue 
 

4(a). It will then ask you how long you wish to defer them for – Minimum is 1 month 

+ Maximum is 3 months – Most of the time logistically the deferral will need to be 

more than 3 months, but this deferral notification will go to the CSMS team who will 

investigate it and record their recent test result and postpone for the appropriate 

amount of time.  

4(b). Then enter your number of months + continue- then submit  

 

 

 

 

 

 

 

 

 

5. If reason is ‘Under care of colposcopy’ or ‘Under treatment relevant to screening’ 
– choose this and click continue 

5(a) It will then ask you long you wish to defer them for – Minimum is 1 +    

Maximum is 12 months – again the CSMS team will investigate and postpone for 

the appropriate amount of time.  

There is then another option which says ‘Patient wishes to defer’ – we do not usually 

use this option. However, if needed, we can maximum defer for 18 months. 

 

Important note:  

If a patient had a smear outside of the UK – this is NOT accepted through the NHS 

CSMS as it does not comply with the NHS system. 

 

If a patient wishes to not repeat the smear in the UK, a note will need to be added to 

their record of where and what date and the result of the cervical smear, but we will still 

invite them through the NHS CSMS system. 
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To Cease: 

 

 

 

 

1. Click on ‘Cease’ 
2. Choose a reason to cease the patient  

 

3. If reason is ‘No Cervix’ – choose this and click continue 
 

3(a) It will then ask you if 

you want to continue 

ceasing this patient – 

select ‘Yes, I wish to 

cease this patient’.  

 

 

 

This will be the same process for ‘Radiotherapy (to the pelvic area which affects 
 the cervix). 
 

 

 

3(b) Then select 

continue and then 

‘submit’ 
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7. Manual Cease 
To Cease a patient manually from the system: 

1. You will need to fill out this form with the patient’s details. You will need to do this 
on the computer, not handwritten. See blank copy attached. 

2. After filling out the administrative parts of this form, you will need to print it, to be 
passed to the Nurse to sign. This cannot be an electronic signature. 

 

You will find this form via this link:  

Y:\Broadmead Resource File\Non-Clinical, Administrative\Cervical Screening - updated 

2025\1 - Ceasing from the Cervical Screening Programme.docx 

 

 

 

You will need to select one of the 

three options for the reason you 

are ceasing. 

This will need to be signed by one 

of the Nurses (who does smears) 

– Full Name will be the Nurse’s 

name who signing it. 

GP National Code: Y02578 

Practice Name: Broadmead 

Medical Centre 

Practice Address: 59 Broadmead, 

Bristol, BS1 3EA 

 

file:///Y:/Broadmead%20Resource%20File/Non-Clinical,%20Administrative/Cervical%20Screening%20-%20updated%202025/1%20-%20Ceasing%20from%20the%20Cervical%20Screening%20Programme.docx
file:///Y:/Broadmead%20Resource%20File/Non-Clinical,%20Administrative/Cervical%20Screening%20-%20updated%202025/1%20-%20Ceasing%20from%20the%20Cervical%20Screening%20Programme.docx
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3. Once signed by the Nurse, you will need to scan this onto the patient’s notes 
(see screenshot for reference and 
STEPS for reference).  

 

4. You will need to code the 
document as ‘Cervical smear 
screening administration’.  
 
 

5. In the ‘Document Title’ – you will 
need to delete what is currently 
written there and input ‘Ceasing 
from Cervical Screening 
Programme’ – this is the title of 
the form you have completed.  
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 

6. You will then need to ‘file’ this, which will save it to the patient’s notes. This will 
be in the bottom right-hand corner. 

 

 

 

 

 

 

7. Then you will need to upload it to the Cervical    Screening Administration 
Service via this link:   Screening - Cease/Opt Out - Submitted by GP Practice / 
Colposcopy Clinics - NHS Cervical Screening Administration Service  
 

8. On this system, you will need to fill out the necessary boxes with your first and 
last name, the admin email address, confirm the email address and the 
organisation (Y02578).  
 

STEPS: 

➢ You will need to scan the document onto the Y Drive. 
➢ You will need to be on the patient’s notes already.  
➢ You will need to be on consultations and click the drop down on 

add.  
➢ You then need to click document and click ‘Attach Document’.  

https://csas.nhs.uk/forms/screening-cease-opt-out-gp-practice-colp/
https://csas.nhs.uk/forms/screening-cease-opt-out-gp-practice-colp/
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9. The last box will say ‘Does your enquiry relate to an existing case?’ – here you 
will put no. [see example screenshot below] 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

10. Then you will get to this page. This is where you will enter the patient’s NHS 
number and select the ‘Type of Cease Request’ – this is the reason why you are 
ceasing the patient. 

 

 

 

 

 

 

 

 

11. You will then need to ‘Choose file’ – attach the scanned document – then click 

‘Next’. 

12. This will lead you to a page which will say ‘Check and Save’ – ensure this data is all 

correct. Enter the ‘robot’ code from the image on this page. – Then submit. You will 

need to print a copy of this page to keep for reference. 

 

Then click ‘Next’. 
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8. Lab reports (results) 
Results come through to us directly through EMIS. 

There can be multiple different results that come from the smear test. You will find the results, 

awaiting filing on EMIS, here:  

 

 

Here is a step by step of how to record each type of result: 

Normal result (age between 24 ½ - 50 years old): 
 

 

 

 

 

 

 

 

 

1. File and comment  
2. Edit the wording to ‘Normal – No Action – Routine Recall’ 
3. Then click ‘file’  
4. Go to the patient’s consultations  
5. Click ‘add’ and ‘add code’ – the code to add is ‘repeat smear in 36 months + click ‘ok’ 
6. Then click ‘add’ again and now add ‘diary entry’ – you will need to search ‘Cervical smear due’  
7. Then click over the date that is in that box and enter ‘3y’ and then click ‘ok’ 
8. Go back to the lab reports and then archive that now filed result 

 

 

 

 

 

 

 

 

 

 

 

Note: 

This is what the 

result will look like 

on the EMIS 

screen. 
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Normal result (age 50-65 years old):  

1. File and comment 
2. Edit the wording to ‘Normal – No Action – Routine Recall 
3. Then click ‘file’ 
4. Go to the patient’s consultations 
5. Click ‘add’ and ‘add code’ – the code to add is ‘repeat smear in 60 months + click 

‘ok’ 
6. Then click ‘add’ again and now add ‘diary entry’ – you will need to search 

‘Cervical smear due’  
7. Then click over the date that is in that box and enter ‘5y’ and then click ‘ok’ 
8. Go back to the lab reports and then archive that now filed result 

 
 

 

 

 

High risk HPV Detected – 12-month repeat: 

1. File and comment  
2. Take out ‘normal no action’ and replace with ‘High risk HPV Detected – A repeat 

sample in 12 months is advised’ 
3. In sample quality section – copy what the report says – usually this is ‘Evidence 

of TZ sampling present’ or ‘No evidence of TZ sampling’  
4. Then click ‘file’  
5. Go to the patient’s consultations 
6. Click ‘add’ and ‘add code’ – the code to add is ‘cervical smear: repeat 12 months’ 
7. Then click ‘add’ again and now add ‘diary entry’ – you will need to search 

‘Cervical smear due’ 
8. Then click over that date that is in that box and enter ‘12m’ and then click ‘ok’ 
9. Go back to the lab reports and then archive that now filed result 

 

High risk HPV unavailable or unreliable – repeat in 3 months (rejected): 

1. File and comment 
2. Take out ‘normal no action’ and replace with ‘High risk HPV unavailable or 

unreliable – A repeat sample in 3 months is advised’ 
3. Then click ‘file’ 
4. Go to the patient’s consultations  
5. Click ‘add’ and ‘add code’ – the code to add is ‘cervical smear: repeat 3 months’  
6. Then click ‘add’ again and now add ‘diary entry’ – you will need to search 

‘Cervical smear due’  
7. Then click over the date that is in that box and enter ‘3m’ and then click ‘ok’ 
8. Then you will need to send a task to the nurse who took the sample – you will 

need to write ‘please see recent smear result, has been rejected, please contact 
the patient to inform and explain.’ 

9. Go back to the lab reports and then archive that now filed result 
 

Age is VERY important with the recall 

codes! 

Please ensure you check! 
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Sample has been rejected – 3-month repeat:  

1. File and comment  
2. Take out ‘normal no action’ and replace with ‘The sample has been rejected’ and 

what else it says – usually this will be ‘please repeat when due’ or sometimes 
‘incorrect name on the sample vial/form’  

3. Then click ‘file’ 
4. Go to the patient’s consultations and edit the consultation with the result in – here 

you will need to write a comment with what the report says – usually this is a 
paragraph 

5. The click ‘save’  
6. Then click ‘add’ and ‘add code’ – the code to add is ‘cervical smear: repeat 3 

months’ 
7. Then click ‘add’ again and now add ‘diary entry’ – you will need to search for 

‘Cervical smear due’  
8. Then you will need to send a task to the nurse who took the sample – you will 

need to write ‘please see recent smear result, has been rejected, please contact 
the patient to inform and explain.’ 

9. Go back to the lab reports and then archive that now filed result 
 

 

 

 

 

High risk HPV Detected – Referral to colposcopy: 

1. File and comment  
2. Take out ‘normal no action’ and replace with ‘High risk HPV Detected – then 

(either) ‘borderline change in squamous cells’ or ‘low/high grade dyskaryosis’ 
3. In sample quality section – copy what the report says – usually this is ‘Evidence 

of TZ sampling present’ or ‘No evidence of TZ sampling’  
4. Then click ‘file’ 
5. Go to the patient’s consultations and edit the consultation with the result in – here 

you will need to write a comment saying ‘This patient will now be referred for 
Colposcopy at St Michael’s Hospital – Appointment will be prioritised as 
ROUTINE (or) URGENT’  it will say this on the report 

6. Then click ‘save’ 
7. Go back to the lab reports and then archive that now filed result 
 

 

 

 

 

 

Please remember to include all the detail that 

is on the report.  

Ensure you task the nurse too! 

DO NOT code anything or add diary entry. 

We await letter from Colp.  

We DO NOT do the referral – the lab does. 
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High risk HPV Detected/Normal… - Follow up ad advised by Colp:  

1. File and comment 
2. Take out ‘normal no action’ and replace with what the report says – this could be 

High risk HPV Detected (and the rest of the result) or Normal – No Action – 
Routine Recall  

3. In sample quality section – copy what the report says – usually this is ‘Evidence 
of TZ sampling present’ or ‘No evidence of TZ sampling’  

4. Then click ‘file’ 
5. Go to the patient’s consultations and edit the consultation with the result in – here 

you will need to write a comment saying ‘CSAS recall suspended – Follow up as 
advised by Colposcopy’ 

6. The click ‘save’  
 

 

 

 

 

 

 

Sometimes you may need to phone Colposcopy to chase a letter. 

Colposcopy St Michaels Hospital: 0117 342 5811 

Sometimes you may need to phone Cytology (Smear result Lab) for smear results. 

Cytology: 0117 414 9889 

 

Version Control 
Date Version Author Change Details 

1.3.25 1.0 Rea Arnott Reviewed by Megan Joscelyne 1.3.25 

    

 

After a few weeks, we should receive a letter from 

Colposcopy with the investigations/results.  

If this says when the next smear should be taken, 

we will then need to diarise this date by adding a 

diary entry. 


