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How to…  

Add a New User 
 

1. Log in to the Professional User Interface  

 

2. Select User Administration from either of the buttons replicated along 
the top or down the left hand-side of the interface. 

 

3. Select Create New User  

 
4. Complete all mandatory fields in the box marked with an asterisk *  

All fields except the user phone number are required.  

The Units are the teams that we have created for your practice. The 
units you select at this stage will give the user access and permission to 
process enquiries within these units. 

5. Allocate a User Role to grant the appropriate level of rights to the 
individual. 
 
 

6. Select Create New User to save the account.  
 
The User will then receive an automatic activation email from a Klinik 
no-reply email address to set up their account. 
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Frequently Asked Questions 
 
Q: How do I know which User Role to select? 

A: If you hover over the Information Icon, an explanation of the 
permissions you are granting will be displayed.  

For example, a Standard User will have access and visibility of the patient cases 
listings, (as determined and set by a Super User) and Connect (the telephone 
tool), but they will not have access to the Dashboard or User Administration 
function. 

 

Q: What should I do if my users job role is not listed in the drop down? 

A: This list is standard across all our Klinik practices and is as concise as possible 
to avoid a user having to scroll and search. If possible, please use a similar job 
role, but if not please select Other.  

You can of course use the Send Feedback feature if you feel that an additional 
job role is necessary. 

 

Q: A new user cannot activate their account, why is this? 

A: The user will need to activate the link sent to their email account within 14 
days, otherwise this will expire, and you will need to delete and then recreate the 
account.  

 

Q: I need to create an account for a user who already has a Klinik account at 
another site, what should I do? 

A: Please refer to our ‘How to… Create a multi-user account’ 

 

How to… 
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Remove a User Account or Amend 
Access Rights 
 

1. Log in to the Professional User Interface  

 

2. Select User Administration from either of the buttons replicated along 
the top or down the left hand-side of the interface. 

 

 

3. Search for the User Account you wish to remove or amend. 

 

4. Left click on the username and the Edit user information box will 
appear. 

 

5. Select Remove User in the bottom right-hand corner of the box if you 
wish to remove the account completely. 
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6. You can also amend rights to units, change the users access type rights, 
e.g standard user etc or make the account in active- if the user is on 
long-term sick for example and then active again when they return to 
work.  

 
 
 
 
 

7. Once you have completed any of the above actions you then select 
Save to complete the action and the user will no longer be able to 
access their account, or their access rights will have changed. 
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Frequently Asked Questions 
 

Q: For what reason do I need to remove a user? 

A: You should remove a user who leaves your practice or a user who no longer 
requires access to the ProUI. Practice Super Users hold responsibility for keeping 
their practice user access rights up to date. 

 

Q: What should I do if a User is on sick leave or a long period of absence? 

A: You can make a user inactivate by following the steps above to make their 
account inactive. 

 

Q: What if I delete the account in error? 

A: You simply need to recreate the account. You can follow our ‘How to… Create 
a New User’ for support. 

 

Q: Do I need to notify you if I remove a user account? 

A: No, we do not need to know, but if you need any support or advice, please do 
not hesitate to contact us.  
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How to… 

Unable to log into ProUI 
 

You can access ProUI here https://proui.klinik.co.uk/ 

 

 

Accessing your account.  

1. You will only be able to log into ProUI to view patient enquiries if you have 
been given authority to do so by one of your designated practice Super 
Users.  

 

2. If an account has been created for you, you will have received a link to 
activate your account from no-reply@klinik.co.uk 

 

3. If more than 2 weeks has passed since this link was created it will have 
expired and you will then need to approach a Super User to delete and re-
add your account for you.    

 

Forgotten Password 

4. If you cannot access ProUI because you have forgotten your password, 
you can re-set this using the ‘forgot your password’ link. To see further 
detail and a step by step by step process please refer to  ‘How to… Reset 
your Password’. 

 
 

 

https://proui.klinik.co.uk/
mailto:no-reply@klinik.co.uk
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Browser Settings 

5. If  you have an authorised log in and know your password and are still 
unable to log into ProUI, or it does not load correctly please take the 
following steps: 

a) Log out of ProUI 
b) Clear your browser history by going to ‘Settings’ by using the drop 

down under the three white dots to the right of your browser search 
bar.  

 

 
c) Go to ‘Privacy & Settings’ and select ‘Clear Browsing data’.  
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d) Then select ‘clear data’  
 

 
 

6. Then log back into ProUI and ensure you refresh your browser as below or 
select ‘Ctrl shift R’ 
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Frequently Asked Questions 
 

Q: What do I do if I haven’t received a link to log into ProuI? 

A: Please approach one of your practice Super Users who will be able to resolve 
this for you. 

 

Q: What if I have carried out all steps above and I still can’t access the ProUI? 

A: Please refer to your Super users in the first instance who will try to resolve the 
issue for you. If they cannot resolve the issue they can refer to our IT support 
team for further help. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 
 

 

10 

How to… 
Reset your Password  
 

Should you forget your password please complete the following steps. 

1. Open the ProUI  

2. Select the Forgot your password? link. 

 

 

3. Insert your NHS (or professional) email address into the field provided. 

 

 

 

4. Select Send 

5. Go to your email account e.g., NHS Email account  

6. Open the email received from the no-reply@klinik.co.uk 

 

 

https://proui.klinik.co.uk/en/#/auth/login
mailto:no-reply@klinik.co.uk
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7. Select the Change password link or copy and paste the link in the email 
into your browser address field. 

 

 

 

 

 

 

 

 

 

8. You will then be required to Set new password, Re-type password and 
then press Send. 

 

 

 

 

 

9. Your password must be at least 8 characters long and contain both lower 
and uppercase letters and numbers.  
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10. You will then be notified that the password renewal has been successful, 
and you can then update your saved passwords if you wish to do so. 
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Frequently Asked Questions 
 
Q: Can I reset someone else’s password for them? 

A: You can complete steps 1-4 above for another user, but they are required to 
create their own password and this information should not be shared. 

 

Q: I have tried to reset my password but it failed, why? 

A: Please ensure you have completed the above steps and if you continue to 
have problems speak to your Super User. A practice Super User can remove your 
account and recreate it if necessary. If you require further support please contact 
I.T.Support@klinik.co.uk 

 

  

 

 

 

 

 

 

 

 

mailto:I.T.Support@klinik.co.uk
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How to…  

Create a Multi-site User 
Account 
 
The following steps should be taken if you wish to create a user who already has 
an account with another Klinik practice. 

 

1. Log in to the Professional User Interface  

 

2. Select User Administration from either of the buttons replicated along the 
top or down the left hand-side of the interface. 

 
 

3. Select Create New User  

 
4. Complete all mandatory fields in the box marked with an asterisk *  

All fields except the user phone number is required.  

The Units are the teams that we have created for your practice. The 
units you select at this stage will give the user access and permission to 
process to these enquiries. 

 
5. Allocate a User Role to grant the appropriate level of rights to the 

individual. 
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6. Select Create New User to save the account.  

 
 

7. You will then receive a notfication box advising that the User has another 
Klinik account. If you wish to proceed, select Yes. 

 

 

 

 

 

 

8. Once you have selected Yes, the user will then be able to access the 
additional Klinik ProUI you have granted them access to. 

 

 

 

If a user has access to more than one practice, they can switch between practices 
using the following steps: 

 

1. Log into the Professional User Interface  
 

2. Within the interface, select the three dots in top right-hand corner. 
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3. Choose Select Client 

 

 

 

 

 

 

4. The User should then select the required practice from the list that 
populates.  

The user should be aware that when logging into ProUI, the patient listing 
will default to the last practice viewed and so the user should always 
check the relevant practice name is displaying on the upper green bar of 
the interface before proceeding to manage any patient enquiries. 
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Frequently Asked Questions 

 
Q: If I grant access rights to a user from another practice what can they see? 

A: The access level rights and units you have ticket will allow the user to migrate 
through your practice platform in exactly the same way as any other user. 

 

Q: What happens if the user no longer needs to see my practice patient data? 

A: Practice Super Users are responsible for ensuring user rights and access to the 
ProUI remain up to date. Users that no longer need access should simply be 
removed in User Administration. (see How to…. Remove a User Account or 
Amend Access Rights) 
 

Q: Why would I need to grant a user from another practice access to my practice 
Klinik ProUI? 

A: This is designed to facilitate the sharing of resources across your PCN where 
required. 
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How to…   

Switch Klinik Practice Patient 
Lists 
 

If you have been given access to the patient lists for another practice within your 
PCN which uses Klinik you will be able to access both platforms from within 
ProUI. 

To switch to another practice platform, complete the following steps: 

1. Log in to the Professional User Interface  

 

2. Select the three white dots on the upper 
green bar of ProUI. 

 

3. Then select Client from the drop down menu. 

 

 

4. Then you will see a list of the practice platforms available to you on the left 
hand side of the screen. Select the practice that you wish to view from the 
options available under the messaging. 
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5. It’s important to remember that the default interface when next logging 
into Klinik will always be the last one viewed so a check should be made 
each time to ensure the correct practice name is displayed on the upper 
green bar as in the following example.  

 

 

 

6. If you are still experiencing a problem, please firstly ensure you are using 
Google Chrome as your default browser, clear your browser cache and 
log out and back into all programmes. Should the problem continue when 
you have completed all the above steps, please email 
IT.Support@Klinik.co.uk. For support with clearing your browser cache 
please hold Ctrl on your keyboard click here.  

 

mailto:IT.Support@Klinik.co.uk
https://www.google.co.uk/search?source=hp&ei=nLNHYLOUBoSWab7CuLAJ&iflsig=AINFCbYAAAAAYEfBrPB7OQ6cRh2N7FROqLsa6Iw2zwtZ&q=how+to+clear+browser+cache&oq=how+to+clear+bro&gs_lcp=Cgdnd3Mtd2l6EAMYADICCAAyAggAMgIIADICCAAyAggAMgIIADICCAAyAggAMgIIADICCAA6CAgAELEDEIMBOg4ILhCxAxCDARDHARCjAjoLCC4QsQMQxwEQowI6BQgAELEDOggILhDHARCjAjoOCC4QsQMQxwEQowIQkwI6AgguOg0IABCxAxCDARBGEPsBOggIABCxAxDJAzoFCAAQkgM6BQguELEDOgQIABAKOgcIABCxAxAKUNQIWKIpYIcyaAFwAHgAgAFBiAHoB5IBAjE3mAEAoAEBqgEHZ3dzLXdpeg&sclient=gws-wiz
https://www.google.co.uk/search?source=hp&ei=nLNHYLOUBoSWab7CuLAJ&iflsig=AINFCbYAAAAAYEfBrPB7OQ6cRh2N7FROqLsa6Iw2zwtZ&q=how+to+clear+browser+cache&oq=how+to+clear+bro&gs_lcp=Cgdnd3Mtd2l6EAMYADICCAAyAggAMgIIADICCAAyAggAMgIIADICCAAyAggAMgIIADICCAA6CAgAELEDEIMBOg4ILhCxAxCDARDHARCjAjoLCC4QsQMQxwEQowI6BQgAELEDOggILhDHARCjAjoOCC4QsQMQxwEQowIQkwI6AgguOg0IABCxAxCDARBGEPsBOggIABCxAxDJAzoFCAAQkgM6BQguELEDOgQIABAKOgcIABCxAxAKUNQIWKIpYIcyaAFwAHgAgAFBiAHoB5IBAjE3mAEAoAEBqgEHZ3dzLXdpeg&sclient=gws-wiz
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Frequently Asked Questions 
 
Q: Why would I need to see another practice interface 

A: Another practice within your PCN may have granted you access to assist with 
workloads and promote collaborative working. 

 

Q: If I leave my employer do I need to advise them that I have access to another 
Klinik platform? 

A: Whilst your practice super users should check this, it is good practice to inform 
them as your account will need to be removed for all Klinik platforms separately. 
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How to…   

D.O.B not showing in ProUI  
 

If a patient D.O.B is showing as ‘invalid’ in ProUI you should complete the 
following steps: 

1. Log out of the Professional User Interface  

 

2. Select Settings or this may be called Customise and Control (three dots) 
to the right of the URL browser bar. 

 

3. Scroll to Privacy & security, then select Clear browsing data. 

 

 

4. Then select clear data to clear the search history and previous versions of 
ProUI. 
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5. Log back into ProUI and refresh the page. The D.O.B. will then appear in 
the correct format in each patient enquiry.  

 

 

6. Should the problem continue when you have completed all the above 
steps, please email IT.Support@Klinik.co.uk. For support with clearing 
your browser cache please hold Ctrl on your keyboard click here.   

 

 

 

 

 

 

mailto:IT.Support@Klinik.co.uk
https://www.google.co.uk/search?source=hp&ei=nLNHYLOUBoSWab7CuLAJ&iflsig=AINFCbYAAAAAYEfBrPB7OQ6cRh2N7FROqLsa6Iw2zwtZ&q=how+to+clear+browser+cache&oq=how+to+clear+bro&gs_lcp=Cgdnd3Mtd2l6EAMYADICCAAyAggAMgIIADICCAAyAggAMgIIADICCAAyAggAMgIIADICCAA6CAgAELEDEIMBOg4ILhCxAxCDARDHARCjAjoLCC4QsQMQxwEQowI6BQgAELEDOggILhDHARCjAjoOCC4QsQMQxwEQowIQkwI6AgguOg0IABCxAxCDARBGEPsBOggIABCxAxDJAzoFCAAQkgM6BQguELEDOgQIABAKOgcIABCxAxAKUNQIWKIpYIcyaAFwAHgAgAFBiAHoB5IBAjE3mAEAoAEBqgEHZ3dzLXdpeg&sclient=gws-wiz
https://www.google.co.uk/search?source=hp&ei=nLNHYLOUBoSWab7CuLAJ&iflsig=AINFCbYAAAAAYEfBrPB7OQ6cRh2N7FROqLsa6Iw2zwtZ&q=how+to+clear+browser+cache&oq=how+to+clear+bro&gs_lcp=Cgdnd3Mtd2l6EAMYADICCAAyAggAMgIIADICCAAyAggAMgIIADICCAAyAggAMgIIADICCAA6CAgAELEDEIMBOg4ILhCxAxCDARDHARCjAjoLCC4QsQMQxwEQowI6BQgAELEDOggILhDHARCjAjoOCC4QsQMQxwEQowIQkwI6AgguOg0IABCxAxCDARBGEPsBOggIABCxAxDJAzoFCAAQkgM6BQguELEDOgQIABAKOgcIABCxAxAKUNQIWKIpYIcyaAFwAHgAgAFBiAHoB5IBAjE3mAEAoAEBqgEHZ3dzLXdpeg&sclient=gws-wiz
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How to…  

Close a Case in the ProUI 
 

You should only close a case that has been triaged and managed appropriately 
in line with your agreed practice procedures. If you require support or advice, 
please seek assistance from your Practice Super User(s). 

 

1. Once you have processed a case and there is no further action 
required, you can then close the record in the Professional Interface. 
However you first must ensure you copy the enquiry from Klinik into the 
patient’s clinical record. (see How to….. Copy text from ProUI and 
Connect) 

 

2. In order to close an enquiry the case must be moved to ‘In progress’  

 

3. Select Close Case at the top of the patient enquiry form.   

 
 

4. You will then be asked to provide your own judgement of the urgency 
of the need for care for cases that have the algorithm attached.  If you 
are a non-clinician we recommend you validate the urgency 
recommendation provided by the algorithm. 
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5. For all enquiry types you will also be asked to select the Enquiry 
outcome and Resource outcome. This should summarise how the 
patient enquiry was dealt with and which type of resource dealt with the 
enquiry. Note this should not be the resource that closed the enquiry.  
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Frequently Asked Questions 
 

Q: Why do I need to provide my own evaluation of the urgency of a patient 
enquiry? 

A: We use this information at Klinik to validate our urgency detection categories. 

 

Q: What if I close a case in error? 

A: You can select the archive tab, and search for the case using the search 
button, select it by left clicking the enquiry in the list, then select Return in 
progress and the enquiry will be moved back to the New patient cases list where 
you can access and progress the enquiry. 
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How to…   

Copy Text from ProUI and 
Connect 
 
Once you have processed a case and there is no further action required, you 
need to copy the enquiry from Klinik into the patient’s clinical record. Below are 
the instructions on how to do this from both the ProUI and Connect. 
 
ProUI 
 
1. Within ProUI, once a patient enquiry has been moved to ‘In progress’ you must 

always ensure you copy the enquiry form into the patient health record 
before closing the enquiry in Klinik. 

 
2. On the right-hand side of the screen inside the body of the enquiry form, 

beside Prerequisite information select Copy.  

 
 
3. A black box will then appear advising the copy has been successful. 

 
 
 
4. Alternatively, you can highlight the information and press Ctrl and C (Copy) 

on your keyboard. 

 
5. You then need to paste the information into the correct patient’s clinical 

record using Ctrl and V on your keyboard.  
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Connect 
 
You are only required to copy the enquiry from Connect into the patient Clinical 
record if you are closing the case and not directing it to a unit within ProUI. If you 
are unsure, please see How to… Close a Case in Connect for more information. 
 

1. Once you have processed an enquiry within Connect you will reach the 
Summary page.  

 

2. You should only then select Case Close If there is no further action required 
and the enquiry does not need to be triaged as this will send the enquiry to 
the archive and it will not be seen in ProUI. 

 

 

3. Once you have selected Case Close you will then be required to copy the 
text into the patient’s Clinical record. Select Copy text.  

 
 
 

4. Alternatively, you can highlight the required text and press Ctrl and C 
(Copy) on your keyboard. 
 

5. You are then able to paste the information into the correct patient’s clinical 
record using Ctrl and V on your keyboard. 
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Important! 
 

• Please be aware that if the copy function is selected and the patient 
enquiry stored on the clipboard is not immediately pasted into the clinical 
record, there is a risk that a patient enquiry could be pasted into the wrong 
clinical record, as the clipboard will store the last copied enquiry. 

 
• It is therefore essential that each time you copy a record you review the 

pasted information to ensure it has been added to the correct patient’s 
clinical record. 

 
• Please ensure all clinical information related to the patient enquiry is 

copied over. The copy function will only include the information that the 
patient has recorded. If you use Klinik to record treatment notes or 
comments or send the patient an SMS these records will not appear in the 
clinical record unless you copy these over separately. 

 
• SMS messages and comments added to each patient enquiry can 

separately be copied into the clinical record, but the same care should be 
taken to ensure on each occasion the correct information has been pasted 
into the correct record. 

 
• We recommend that once all the information has been copied over from 

ProUI, and the enquiry is ready to be closed that both records are closed 
at the same time. 
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Frequently Asked Questions 
 
Q: I have completed the steps you have advised, but the information is not 
pasting into the clinical record. Why? 

A: Please ensure you are using Google Chrome as your default browser for a 
better experience. Please delete your browsing cache and log out and back into 
all systems before trying again. If you continue to experience problems once you 
have completed all the above steps, please email IT.Support@Klinik.co.uk 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:IT.Support@Klinik.co.uk
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How to…  

Direct a Case to a Unit in 
Connect 

 

1. Once you have processed an enquiry within Connect you will reach the 
Summary page.  

 

2. At the bottom of the Summary page, you can select Direct to unit, to 
send the enquiry to appropriate team within your practice.  

 

3. You will be required to select the appropriate unit from a drop-down list, 
and you can add a Redirection comment below if you choose. 

 

 

 

 

 

 

4. You can now select Submit to direct the enquiry to the chosen unit 
within the Professional User Interface. 

 



 
 
 
 

 

31 

5. There is no requirement for you to Copy text at this stage as you can 
copy the information from the ProUI once the case has been triaged 
and processed. Here you should press Exit to return to the Connect 
platform. 

 

Frequently Asked Questions 
 

Q: What should I do if I direct the case to the wrong unit? 

A: If you have access to the unit which you have initially directed the case to 
within the ProUI, you can here Direct to another unit if necessary. If you do not 
have access to the unit, you can contact a Super User to action this for you, or if 
the person triaging feels it is inappropriate for their team, they can redirect the 
case. 

 

Q: What if the case does not need triaging and is suitable for closure? 

A: Please see How to… Close a Case in Connect for guidance. 
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How to…  

Close a Case in Connect 
 

You should only close a case in Connect that requires no further action. All cases 
that are closed within Connect will be directed to the Archive. If you require 
support with this, or you are unsure, please seek assistance from your Practice 
Super User(s) before closing the case.  

1. Once you have processed an enquiry within Connect you will reach the 
Summary page.  

 

2. You should only then select Case Close If there is no further action 
required and the enquiry does not need to be triaged. 

 

 

3. Once you have selected Case Close you will then be required to Copy 
the text into the patient’s Clinical record. Please see How to…Copy Text 
for further guidance if required. 

 
 
 
 

 

4. Once you have copied the text into the Clinical record you can now 
press Exit, and this will return you to the Connect platform. 
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Frequently Asked Questions 
 

Q: When should I be closing a case in Connect? 

A: This is entirely down to your practice procedures and some practices may wish 
to triage all enquiries. We suggest that the Case close button should only be used 
for cases that require no further action. An example of this may be a patient who 
is calling to find out their recent test result. Once the call-handler has given the 
patient this result (in line with internal procedures) the case may be suitable for 
closing as it does not then require triaging by a Clinician or an appointment. 
Please refer to your practice management if you are unsure if you can close a 
case in Connect. 

 

Q: What should I do if I press Case Close by mistake? 

A: The case will be directed to the Archive in the ProUI. You can select the case 
and return it to In progress which will then send the enquiry to the New patient 
cases listing. Here you can Add a comment or Direct to another unit if 
appropriate. 

 

Q: How do I direct a case to a unit within Connect? 

A: Please see How to… Direct a Case in Connect for guidance. 
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How to…  

Adjust your Screen Resolution 
 
If you cannot see the practice name on the upper green bar of the professional interface 
and/or the patient list view as you normally can please take the following steps. 

1. Log out of the Professional User Interface  

 

2. Select Settings or this may be called Customise and Control (three dots) 
to the right of the URL browser bar. 
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3. The Subject heading and the Practice Name should now be visible. 

 

4. If you are still experiencing a problem, please firstly ensure you are using 
Google Chrome as your default browser, clear your browser cache and 
log out and back into all programmes. Should the problem continue when 
you have completed all the above steps, please email 
IT.Support@Klinik.co.uk. For support with clearing your browser cache 
please hold Ctrl on your keyboard click here.   

 

 

 

       

 

mailto:IT.Support@Klinik.co.uk
https://www.google.co.uk/search?source=hp&ei=nLNHYLOUBoSWab7CuLAJ&iflsig=AINFCbYAAAAAYEfBrPB7OQ6cRh2N7FROqLsa6Iw2zwtZ&q=how+to+clear+browser+cache&oq=how+to+clear+bro&gs_lcp=Cgdnd3Mtd2l6EAMYADICCAAyAggAMgIIADICCAAyAggAMgIIADICCAAyAggAMgIIADICCAA6CAgAELEDEIMBOg4ILhCxAxCDARDHARCjAjoLCC4QsQMQxwEQowI6BQgAELEDOggILhDHARCjAjoOCC4QsQMQxwEQowIQkwI6AgguOg0IABCxAxCDARBGEPsBOggIABCxAxDJAzoFCAAQkgM6BQguELEDOgQIABAKOgcIABCxAxAKUNQIWKIpYIcyaAFwAHgAgAFBiAHoB5IBAjE3mAEAoAEBqgEHZ3dzLXdpeg&sclient=gws-wiz
https://www.google.co.uk/search?source=hp&ei=nLNHYLOUBoSWab7CuLAJ&iflsig=AINFCbYAAAAAYEfBrPB7OQ6cRh2N7FROqLsa6Iw2zwtZ&q=how+to+clear+browser+cache&oq=how+to+clear+bro&gs_lcp=Cgdnd3Mtd2l6EAMYADICCAAyAggAMgIIADICCAAyAggAMgIIADICCAAyAggAMgIIADICCAA6CAgAELEDEIMBOg4ILhCxAxCDARDHARCjAjoLCC4QsQMQxwEQowI6BQgAELEDOggILhDHARCjAjoOCC4QsQMQxwEQowIQkwI6AgguOg0IABCxAxCDARBGEPsBOggIABCxAxDJAzoFCAAQkgM6BQguELEDOgQIABAKOgcIABCxAxAKUNQIWKIpYIcyaAFwAHgAgAFBiAHoB5IBAjE3mAEAoAEBqgEHZ3dzLXdpeg&sclient=gws-wiz
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How to…  

Add a New User 
 

1. Log in to the Professional User Interface  

 

2. Select User Administration from either of the buttons replicated along 
the top or down the left hand-side of the interface. 

 

3. Select Create New User  

 
4. Complete all mandatory fields in the box marked with an asterisk *  

All fields except the user phone number are required.  

The Units are the teams that we have created for your practice. The 
units you select at this stage will give the user access and permission to 
process enquiries within these units. 

5. Allocate a User Role to grant the appropriate level of rights to the 
individual. 
 
 

6. Select Create New User to save the account.  
 
The User will then receive an automatic activation email from a Klinik 
no-reply email address to set up their account. 
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Frequently Asked Questions 
 
Q: How do I know which User Role to select? 

A: If you hover over the Information Icon, an explanation of the 
permissions you are granting will be displayed.  

For example, a Standard User will have access and visibility of the patient cases 
listings, (as determined and set by a Super User) and Connect (the telephone 
tool), but they will not have access to the Dashboard or User Administration 
function. 

 

Q: What should I do if my users job role is not listed in the drop down? 

A: This list is standard across all our Klinik practices and is as concise as possible 
to avoid a user having to scroll and search. If possible, please use a similar job 
role, but if not please select Other.  

You can of course use the Send Feedback feature if you feel that an additional 
job role is necessary. 

 

Q: A new user cannot activate their account, why is this? 

A: The user will need to activate the link sent to their email account within 14 
days, otherwise this will expire, and you will need to delete and then recreate the 
account.  

 

Q: I need to create an account for a user who already has a Klinik account at 
another site, what should I do? 

A: Please refer to our ‘How to… Create a multi-user account’ 

 

How to… 
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Remove a User Account or Amend 
Access Rights 
 

1. Log in to the Professional User Interface  

 

2. Select User Administration from either of the buttons replicated along 
the top or down the left hand-side of the interface. 

 

 

3. Search for the User Account you wish to remove or amend. 

 

4. Left click on the username and the Edit user information box will 
appear. 

 

5. Select Remove User in the bottom right-hand corner of the box if you 
wish to remove the account completely. 
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6. You can also amend rights to units, change the users access type rights, 
e.g standard user etc or make the account in active- if the user is on 
long-term sick for example and then active again when they return to 
work.  

 
 
 
 
 

7. Once you have completed any of the above actions you then select 
Save to complete the action and the user will no longer be able to 
access their account, or their access rights will have changed. 
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Frequently Asked Questions 
 

Q: For what reason do I need to remove a user? 

A: You should remove a user who leaves your practice or a user who no longer 
requires access to the ProUI. Practice Super Users hold responsibility for keeping 
their practice user access rights up to date. 

 

Q: What should I do if a User is on sick leave or a long period of absence? 

A: You can make a user inactivate by following the steps above to make their 
account inactive. 

 

Q: What if I delete the account in error? 

A: You simply need to recreate the account. You can follow our ‘How to… Create 
a New User’ for support. 

 

Q: Do I need to notify you if I remove a user account? 

A: No, we do not need to know, but if you need any support or advice, please do 
not hesitate to contact us.  
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How to… 

Unable to log into ProUI 
 

You can access ProUI here https://proui.klinik.co.uk/ 

 

 

Accessing your account.  

1. You will only be able to log into ProUI to view patient enquiries if you have 
been given authority to do so by one of your designated practice Super 
Users.  

 

2. If an account has been created for you, you will have received a link to 
activate your account from no-reply@klinik.co.uk 

 

3. If more than 2 weeks has passed since this link was created it will have 
expired and you will then need to approach a Super User to delete and re-
add your account for you.    

 

Forgotten Password 

4. If you cannot access ProUI because you have forgotten your password, 
you can re-set this using the ‘forgot your password’ link. To see further 
detail and a step by step by step process please refer to  ‘How to… Reset 
your Password’. 

 
 

 

https://proui.klinik.co.uk/
mailto:no-reply@klinik.co.uk
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Browser Settings 

5. If  you have an authorised log in and know your password and are still 
unable to log into ProUI, or it does not load correctly please take the 
following steps: 

a) Log out of ProUI 
b) Clear your browser history by going to ‘Settings’ by using the drop 

down under the three white dots to the right of your browser search 
bar.  

 

 
c) Go to ‘Privacy & Settings’ and select ‘Clear Browsing data’.  
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d) Then select ‘clear data’  
 

 
 

6. Then log back into ProUI and ensure you refresh your browser as below or 
select ‘Ctrl shift R’ 
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Frequently Asked Questions 
 

Q: What do I do if I haven’t received a link to log into ProuI? 

A: Please approach one of your practice Super Users who will be able to resolve 
this for you. 

 

Q: What if I have carried out all steps above and I still can’t access the ProUI? 

A: Please refer to your Super users in the first instance who will try to resolve the 
issue for you. If they cannot resolve the issue they can refer to our IT support 
team for further help. 
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How to… 
Reset your Password  
 

Should you forget your password please complete the following steps. 

1. Open the ProUI  

2. Select the Forgot your password? link. 

 

 

3. Insert your NHS (or professional) email address into the field provided. 

 

 

 

4. Select Send 

5. Go to your email account e.g., NHS Email account  

6. Open the email received from the no-reply@klinik.co.uk 

 

 

https://proui.klinik.co.uk/en/#/auth/login
mailto:no-reply@klinik.co.uk
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7. Select the Change password link or copy and paste the link in the email 
into your browser address field. 

 

 

 

 

 

 

 

 

 

8. You will then be required to Set new password, Re-type password and 
then press Send. 

 

 

 

 

 

9. Your password must be at least 8 characters long and contain both lower 
and uppercase letters and numbers.  
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10. You will then be notified that the password renewal has been successful, 
and you can then update your saved passwords if you wish to do so. 
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Frequently Asked Questions 
 
Q: Can I reset someone else’s password for them? 

A: You can complete steps 1-4 above for another user, but they are required to 
create their own password and this information should not be shared. 

 

Q: I have tried to reset my password but it failed, why? 

A: Please ensure you have completed the above steps and if you continue to 
have problems speak to your Super User. A practice Super User can remove your 
account and recreate it if necessary. If you require further support please contact 
I.T.Support@klinik.co.uk 

 

  

 

 

 

 

 

 

 

 

mailto:I.T.Support@klinik.co.uk
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How to…  

Create a Multi-site User 
Account 
 
The following steps should be taken if you wish to create a user who already has 
an account with another Klinik practice. 

 

1. Log in to the Professional User Interface  

 

2. Select User Administration from either of the buttons replicated along the 
top or down the left hand-side of the interface. 

 
 

3. Select Create New User  

 
4. Complete all mandatory fields in the box marked with an asterisk *  

All fields except the user phone number is required.  

The Units are the teams that we have created for your practice. The 
units you select at this stage will give the user access and permission to 
process to these enquiries. 

 
5. Allocate a User Role to grant the appropriate level of rights to the 

individual. 
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6. Select Create New User to save the account.  

 
 

7. You will then receive a notfication box advising that the User has another 
Klinik account. If you wish to proceed, select Yes. 

 

 

 

 

 

 

8. Once you have selected Yes, the user will then be able to access the 
additional Klinik ProUI you have granted them access to. 

 

 

 

If a user has access to more than one practice, they can switch between practices 
using the following steps: 

 

1. Log into the Professional User Interface  
 

2. Within the interface, select the three dots in top right-hand corner. 
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3. Choose Select Client 

 

 

 

 

 

 

4. The User should then select the required practice from the list that 
populates.  

The user should be aware that when logging into ProUI, the patient listing 
will default to the last practice viewed and so the user should always 
check the relevant practice name is displaying on the upper green bar of 
the interface before proceeding to manage any patient enquiries. 
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Frequently Asked Questions 

 
Q: If I grant access rights to a user from another practice what can they see? 

A: The access level rights and units you have ticket will allow the user to migrate 
through your practice platform in exactly the same way as any other user. 

 

Q: What happens if the user no longer needs to see my practice patient data? 

A: Practice Super Users are responsible for ensuring user rights and access to the 
ProUI remain up to date. Users that no longer need access should simply be 
removed in User Administration. (see How to…. Remove a User Account or 
Amend Access Rights) 
 

Q: Why would I need to grant a user from another practice access to my practice 
Klinik ProUI? 

A: This is designed to facilitate the sharing of resources across your PCN where 
required. 
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How to…   

Switch Klinik Practice Patient 
Lists 
 

If you have been given access to the patient lists for another practice within your 
PCN which uses Klinik you will be able to access both platforms from within 
ProUI. 

To switch to another practice platform, complete the following steps: 

1. Log in to the Professional User Interface  

 

2. Select the three white dots on the upper 
green bar of ProUI. 

 

3. Then select Client from the drop down menu. 

 

 

4. Then you will see a list of the practice platforms available to you on the left 
hand side of the screen. Select the practice that you wish to view from the 
options available under the messaging. 
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5. It’s important to remember that the default interface when next logging 
into Klinik will always be the last one viewed so a check should be made 
each time to ensure the correct practice name is displayed on the upper 
green bar as in the following example.  

 

 

 

6. If you are still experiencing a problem, please firstly ensure you are using 
Google Chrome as your default browser, clear your browser cache and 
log out and back into all programmes. Should the problem continue when 
you have completed all the above steps, please email 
IT.Support@Klinik.co.uk. For support with clearing your browser cache 
please hold Ctrl on your keyboard click here.  

 

mailto:IT.Support@Klinik.co.uk
https://www.google.co.uk/search?source=hp&ei=nLNHYLOUBoSWab7CuLAJ&iflsig=AINFCbYAAAAAYEfBrPB7OQ6cRh2N7FROqLsa6Iw2zwtZ&q=how+to+clear+browser+cache&oq=how+to+clear+bro&gs_lcp=Cgdnd3Mtd2l6EAMYADICCAAyAggAMgIIADICCAAyAggAMgIIADICCAAyAggAMgIIADICCAA6CAgAELEDEIMBOg4ILhCxAxCDARDHARCjAjoLCC4QsQMQxwEQowI6BQgAELEDOggILhDHARCjAjoOCC4QsQMQxwEQowIQkwI6AgguOg0IABCxAxCDARBGEPsBOggIABCxAxDJAzoFCAAQkgM6BQguELEDOgQIABAKOgcIABCxAxAKUNQIWKIpYIcyaAFwAHgAgAFBiAHoB5IBAjE3mAEAoAEBqgEHZ3dzLXdpeg&sclient=gws-wiz
https://www.google.co.uk/search?source=hp&ei=nLNHYLOUBoSWab7CuLAJ&iflsig=AINFCbYAAAAAYEfBrPB7OQ6cRh2N7FROqLsa6Iw2zwtZ&q=how+to+clear+browser+cache&oq=how+to+clear+bro&gs_lcp=Cgdnd3Mtd2l6EAMYADICCAAyAggAMgIIADICCAAyAggAMgIIADICCAAyAggAMgIIADICCAA6CAgAELEDEIMBOg4ILhCxAxCDARDHARCjAjoLCC4QsQMQxwEQowI6BQgAELEDOggILhDHARCjAjoOCC4QsQMQxwEQowIQkwI6AgguOg0IABCxAxCDARBGEPsBOggIABCxAxDJAzoFCAAQkgM6BQguELEDOgQIABAKOgcIABCxAxAKUNQIWKIpYIcyaAFwAHgAgAFBiAHoB5IBAjE3mAEAoAEBqgEHZ3dzLXdpeg&sclient=gws-wiz
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Frequently Asked Questions 
 
Q: Why would I need to see another practice interface 

A: Another practice within your PCN may have granted you access to assist with 
workloads and promote collaborative working. 

 

Q: If I leave my employer do I need to advise them that I have access to another 
Klinik platform? 

A: Whilst your practice super users should check this, it is good practice to inform 
them as your account will need to be removed for all Klinik platforms separately. 
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How to…   

D.O.B not showing in ProUI  
 

If a patient D.O.B is showing as ‘invalid’ in ProUI you should complete the 
following steps: 

1. Log out of the Professional User Interface  

 

2. Select Settings or this may be called Customise and Control (three dots) 
to the right of the URL browser bar. 

 

3. Scroll to Privacy & security, then select Clear browsing data. 

 

 

4. Then select clear data to clear the search history and previous versions of 
ProUI. 
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5. Log back into ProUI and refresh the page. The D.O.B. will then appear in 
the correct format in each patient enquiry.  

 

 

6. Should the problem continue when you have completed all the above 
steps, please email IT.Support@Klinik.co.uk. For support with clearing 
your browser cache please hold Ctrl on your keyboard click here.   

 

 

 

 

 

 

mailto:IT.Support@Klinik.co.uk
https://www.google.co.uk/search?source=hp&ei=nLNHYLOUBoSWab7CuLAJ&iflsig=AINFCbYAAAAAYEfBrPB7OQ6cRh2N7FROqLsa6Iw2zwtZ&q=how+to+clear+browser+cache&oq=how+to+clear+bro&gs_lcp=Cgdnd3Mtd2l6EAMYADICCAAyAggAMgIIADICCAAyAggAMgIIADICCAAyAggAMgIIADICCAA6CAgAELEDEIMBOg4ILhCxAxCDARDHARCjAjoLCC4QsQMQxwEQowI6BQgAELEDOggILhDHARCjAjoOCC4QsQMQxwEQowIQkwI6AgguOg0IABCxAxCDARBGEPsBOggIABCxAxDJAzoFCAAQkgM6BQguELEDOgQIABAKOgcIABCxAxAKUNQIWKIpYIcyaAFwAHgAgAFBiAHoB5IBAjE3mAEAoAEBqgEHZ3dzLXdpeg&sclient=gws-wiz
https://www.google.co.uk/search?source=hp&ei=nLNHYLOUBoSWab7CuLAJ&iflsig=AINFCbYAAAAAYEfBrPB7OQ6cRh2N7FROqLsa6Iw2zwtZ&q=how+to+clear+browser+cache&oq=how+to+clear+bro&gs_lcp=Cgdnd3Mtd2l6EAMYADICCAAyAggAMgIIADICCAAyAggAMgIIADICCAAyAggAMgIIADICCAA6CAgAELEDEIMBOg4ILhCxAxCDARDHARCjAjoLCC4QsQMQxwEQowI6BQgAELEDOggILhDHARCjAjoOCC4QsQMQxwEQowIQkwI6AgguOg0IABCxAxCDARBGEPsBOggIABCxAxDJAzoFCAAQkgM6BQguELEDOgQIABAKOgcIABCxAxAKUNQIWKIpYIcyaAFwAHgAgAFBiAHoB5IBAjE3mAEAoAEBqgEHZ3dzLXdpeg&sclient=gws-wiz
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How to…  

Close a Case in the ProUI 
 

You should only close a case that has been triaged and managed appropriately 
in line with your agreed practice procedures. If you require support or advice, 
please seek assistance from your Practice Super User(s). 

 

1. Once you have processed a case and there is no further action 
required, you can then close the record in the Professional Interface. 
However you first must ensure you copy the enquiry from Klinik into the 
patient’s clinical record. (see How to….. Copy text from ProUI and 
Connect) 

 

2. In order to close an enquiry the case must be moved to ‘In progress’  

 

3. Select Close Case at the top of the patient enquiry form.   

 
 

4. You will then be asked to provide your own judgement of the urgency 
of the need for care for cases that have the algorithm attached.  If you 
are a non-clinician we recommend you validate the urgency 
recommendation provided by the algorithm. 
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5. For all enquiry types you will also be asked to select the Enquiry 
outcome and Resource outcome. This should summarise how the 
patient enquiry was dealt with and which type of resource dealt with the 
enquiry. Note this should not be the resource that closed the enquiry.  
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Frequently Asked Questions 
 

Q: Why do I need to provide my own evaluation of the urgency of a patient 
enquiry? 

A: We use this information at Klinik to validate our urgency detection categories. 

 

Q: What if I close a case in error? 

A: You can select the archive tab, and search for the case using the search 
button, select it by left clicking the enquiry in the list, then select Return in 
progress and the enquiry will be moved back to the New patient cases list where 
you can access and progress the enquiry. 
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How to…   

Copy Text from ProUI and 
Connect 
 
Once you have processed a case and there is no further action required, you 
need to copy the enquiry from Klinik into the patient’s clinical record. Below are 
the instructions on how to do this from both the ProUI and Connect. 
 
ProUI 
 
1. Within ProUI, once a patient enquiry has been moved to ‘In progress’ you must 

always ensure you copy the enquiry form into the patient health record 
before closing the enquiry in Klinik. 

 
2. On the right-hand side of the screen inside the body of the enquiry form, 

beside Prerequisite information select Copy.  

 
 
3. A black box will then appear advising the copy has been successful. 

 
 
 
4. Alternatively, you can highlight the information and press Ctrl and C (Copy) 

on your keyboard. 

 
5. You then need to paste the information into the correct patient’s clinical 

record using Ctrl and V on your keyboard.  
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Connect 
 
You are only required to copy the enquiry from Connect into the patient Clinical 
record if you are closing the case and not directing it to a unit within ProUI. If you 
are unsure, please see How to… Close a Case in Connect for more information. 
 

1. Once you have processed an enquiry within Connect you will reach the 
Summary page.  

 

2. You should only then select Case Close If there is no further action required 
and the enquiry does not need to be triaged as this will send the enquiry to 
the archive and it will not be seen in ProUI. 

 

 

3. Once you have selected Case Close you will then be required to copy the 
text into the patient’s Clinical record. Select Copy text.  

 
 
 

4. Alternatively, you can highlight the required text and press Ctrl and C 
(Copy) on your keyboard. 
 

5. You are then able to paste the information into the correct patient’s clinical 
record using Ctrl and V on your keyboard. 
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Important! 
 

• Please be aware that if the copy function is selected and the patient 
enquiry stored on the clipboard is not immediately pasted into the clinical 
record, there is a risk that a patient enquiry could be pasted into the wrong 
clinical record, as the clipboard will store the last copied enquiry. 

 
• It is therefore essential that each time you copy a record you review the 

pasted information to ensure it has been added to the correct patient’s 
clinical record. 

 
• Please ensure all clinical information related to the patient enquiry is 

copied over. The copy function will only include the information that the 
patient has recorded. If you use Klinik to record treatment notes or 
comments or send the patient an SMS these records will not appear in the 
clinical record unless you copy these over separately. 

 
• SMS messages and comments added to each patient enquiry can 

separately be copied into the clinical record, but the same care should be 
taken to ensure on each occasion the correct information has been pasted 
into the correct record. 

 
• We recommend that once all the information has been copied over from 

ProUI, and the enquiry is ready to be closed that both records are closed 
at the same time. 
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Frequently Asked Questions 
 
Q: I have completed the steps you have advised, but the information is not 
pasting into the clinical record. Why? 

A: Please ensure you are using Google Chrome as your default browser for a 
better experience. Please delete your browsing cache and log out and back into 
all systems before trying again. If you continue to experience problems once you 
have completed all the above steps, please email IT.Support@Klinik.co.uk 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:IT.Support@Klinik.co.uk
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How to…  

Direct a Case to a Unit in 
Connect 

 

1. Once you have processed an enquiry within Connect you will reach the 
Summary page.  

 

2. At the bottom of the Summary page, you can select Direct to unit, to 
send the enquiry to appropriate team within your practice.  

 

3. You will be required to select the appropriate unit from a drop-down list, 
and you can add a Redirection comment below if you choose. 

 

 

 

 

 

 

4. You can now select Submit to direct the enquiry to the chosen unit 
within the Professional User Interface. 
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5. There is no requirement for you to Copy text at this stage as you can 
copy the information from the ProUI once the case has been triaged 
and processed. Here you should press Exit to return to the Connect 
platform. 

 

Frequently Asked Questions 
 

Q: What should I do if I direct the case to the wrong unit? 

A: If you have access to the unit which you have initially directed the case to 
within the ProUI, you can here Direct to another unit if necessary. If you do not 
have access to the unit, you can contact a Super User to action this for you, or if 
the person triaging feels it is inappropriate for their team, they can redirect the 
case. 

 

Q: What if the case does not need triaging and is suitable for closure? 

A: Please see How to… Close a Case in Connect for guidance. 
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How to…  

Close a Case in Connect 
 

You should only close a case in Connect that requires no further action. All cases 
that are closed within Connect will be directed to the Archive. If you require 
support with this, or you are unsure, please seek assistance from your Practice 
Super User(s) before closing the case.  

1. Once you have processed an enquiry within Connect you will reach the 
Summary page.  

 

2. You should only then select Case Close If there is no further action 
required and the enquiry does not need to be triaged. 

 

 

3. Once you have selected Case Close you will then be required to Copy 
the text into the patient’s Clinical record. Please see How to…Copy Text 
for further guidance if required. 

 
 
 
 

 

4. Once you have copied the text into the Clinical record you can now 
press Exit, and this will return you to the Connect platform. 
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Frequently Asked Questions 
 

Q: When should I be closing a case in Connect? 

A: This is entirely down to your practice procedures and some practices may wish 
to triage all enquiries. We suggest that the Case close button should only be used 
for cases that require no further action. An example of this may be a patient who 
is calling to find out their recent test result. Once the call-handler has given the 
patient this result (in line with internal procedures) the case may be suitable for 
closing as it does not then require triaging by a Clinician or an appointment. 
Please refer to your practice management if you are unsure if you can close a 
case in Connect. 

 

Q: What should I do if I press Case Close by mistake? 

A: The case will be directed to the Archive in the ProUI. You can select the case 
and return it to In progress which will then send the enquiry to the New patient 
cases listing. Here you can Add a comment or Direct to another unit if 
appropriate. 

 

Q: How do I direct a case to a unit within Connect? 

A: Please see How to… Direct a Case in Connect for guidance. 
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How to…  

Adjust your Screen Resolution 
 
If you cannot see the practice name on the upper green bar of the professional interface 
and/or the patient list view as you normally can please take the following steps. 

1. Log out of the Professional User Interface  

 

2. Select Settings or this may be called Customise and Control (three dots) 
to the right of the URL browser bar. 
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3. The Subject heading and the Practice Name should now be visible. 

 

4. If you are still experiencing a problem, please firstly ensure you are using 
Google Chrome as your default browser, clear your browser cache and 
log out and back into all programmes. Should the problem continue when 
you have completed all the above steps, please email 
IT.Support@Klinik.co.uk. For support with clearing your browser cache 
please hold Ctrl on your keyboard click here.   

 

 

 

       

 

mailto:IT.Support@Klinik.co.uk
https://www.google.co.uk/search?source=hp&ei=nLNHYLOUBoSWab7CuLAJ&iflsig=AINFCbYAAAAAYEfBrPB7OQ6cRh2N7FROqLsa6Iw2zwtZ&q=how+to+clear+browser+cache&oq=how+to+clear+bro&gs_lcp=Cgdnd3Mtd2l6EAMYADICCAAyAggAMgIIADICCAAyAggAMgIIADICCAAyAggAMgIIADICCAA6CAgAELEDEIMBOg4ILhCxAxCDARDHARCjAjoLCC4QsQMQxwEQowI6BQgAELEDOggILhDHARCjAjoOCC4QsQMQxwEQowIQkwI6AgguOg0IABCxAxCDARBGEPsBOggIABCxAxDJAzoFCAAQkgM6BQguELEDOgQIABAKOgcIABCxAxAKUNQIWKIpYIcyaAFwAHgAgAFBiAHoB5IBAjE3mAEAoAEBqgEHZ3dzLXdpeg&sclient=gws-wiz
https://www.google.co.uk/search?source=hp&ei=nLNHYLOUBoSWab7CuLAJ&iflsig=AINFCbYAAAAAYEfBrPB7OQ6cRh2N7FROqLsa6Iw2zwtZ&q=how+to+clear+browser+cache&oq=how+to+clear+bro&gs_lcp=Cgdnd3Mtd2l6EAMYADICCAAyAggAMgIIADICCAAyAggAMgIIADICCAAyAggAMgIIADICCAA6CAgAELEDEIMBOg4ILhCxAxCDARDHARCjAjoLCC4QsQMQxwEQowI6BQgAELEDOggILhDHARCjAjoOCC4QsQMQxwEQowIQkwI6AgguOg0IABCxAxCDARBGEPsBOggIABCxAxDJAzoFCAAQkgM6BQguELEDOgQIABAKOgcIABCxAxAKUNQIWKIpYIcyaAFwAHgAgAFBiAHoB5IBAjE3mAEAoAEBqgEHZ3dzLXdpeg&sclient=gws-wiz
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