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1 INTRODUCTION 

1.1 Audience 
 
This manual is for all users of the National Bowel Cancer Audit application.  It is not intended for 
technical support or development staff. 
 
 

1.2 Aim of this Manual 
 
The aim of this manual is to provide users an understanding of each of the functions they will use 
within the National Bowel Cancer Audit application.  It is intended solely as a reference guide. 
 
For further help, please contact the Helpdesk. (See section 6.4) 
 
 

1.3 Aims and Objectives 
 
The National Bowel Cancer Audit is a high profile, collaborative, national clinical audit for bowel 
cancer run jointly by The Information Centre for health and social care and the Association of 
Coloproctology of Great Britain and Ireland (ACPGBI). The audit is commissioned by the Healthcare 
Commission. 
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2 GETTING STARTED 
 

2.1 National Bowel Cancer Audit Website 
 
The National Clinical Audit Support Programme (NCASP) website provides invaluable information 
relating to the National Bowel Cancer Audit.  To connect, follow the link below: 
 
www.icservices.nhs.uk/ncasp/bowelcancer 
 
 

2.2 System Requirements 
 
In order to access the National Bowel Cancer Audit application, there are certain requirements.  
These are: 
 

o an NHSnet or N3 connection 

o Microsoft Internet Explorer version 6.0 or higher installed on your PC; and 

o an Open Exeter user identity and password. 

 
If you do not have an NHSnet connection, or Internet Explorer please contact your local IT 
department. 
 
If you do not have an Open Exeter User identity and password, please contact your Trusts’ Primary 
Contact. 
 
 

2.3 Applying for Open Exeter access 
 
A prerequisite for using the National Bowel Cancer Audit application is access to the Open Exeter 
portal.  Every user will need a username and password to access the system.   
 
This is achieved through the Clinical Audit Data User Certification process.  Local Primary Contacts 
should coordinate and facilitate the completion of a Data User Certification form, ensuring the 5 digit 
organisation code is correct.  Once the form has been completed, it should be despatched to the 
Authentication Team in Exeter (details of the Authentication Team and address is on the form itself). 
 
Please note that even if users have access to other Open Exeter application, they will still need to 
specifically apply for access to the National Bowel Cancer Audit system. 
 
 

2.3.1 Completing the Registration Forms 
 
A copy of the Data User Certification form for the National Bowel Cancer Audit system can be 
downloaded by following the link to the National Bowel Cancer Audit website and clicking on the 
‘Data User Certificate’ Link in the Useful Links section to download the form.   
 
Details of how to complete the form are included, but do please ensure that the Primary Contact in 
Part A also includes their details in Part B. 
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2.3.2 Passwords 
 
Once the registration form(s) have been approved and processed, each user will be assigned a 
username and password to access the system.  These will be communicated by telephone to the 
Primary Contact who will pass them on the users.  Users have 7 days to access the system and 
change their password.  
 
Usernames and passwords are to be used exclusively by the users to whom they are assigned.  All 
entries and edits to the database are recorded and can be traced back to the individual users. Please 
note that Caldicott Guardians have access to an audit tool to view activity and usage of the system. 
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33  UUSSIINNGG  TTHHEE  AAPPPPLLIICCAATTIIOONN  
  

3.1 Logging onto the System 
 
Once you have received your username and password you have been granted permission to access 
the system. 
 
To begin an Audit session you must log in via Open Exeter 2.  To do this: 
 

o access the Open Exeter system at  

https://nww.openexeter.nhs.uk/nhsia/index.jsp 

o enter your Username (ensure UPPERCASE is used); 

o enter your Password (ensure UPPERCASE is used); 

o click the ‘Log-in to system’ button if you have access to more than one organisation or 

system 

o click the ‘Quick log-in’ button if you have previously saved your settings. 

 
Figure 1 – Open Exeter Login Screen 
 

Username and Password boxes  Login Buttons 
 

 
 
 

https://nww.openexeter.nhs.uk/nhsia/index.jsp
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3.2 Open Exeter Application Selection 

lication Selection page shown 
elow in Figure 2. 

m the Application drop-down list; if you have access 

l see them in the list. 

 

ils for the NHS 

o Click the Continue button to access the application.  This will take you to the Home Page. 

t time. 

igure 2 e

pplication drop-down list  Continue         Data Source drop-down list 

 
Once you have logged on you will be taken to the Open Exeter App
b
 
To access the National Bowel Cancer Audit application: 
 

 Select National Bowel Cancer Audit froo

to other Open Exeter applications you wil

o Select your local Health Organisation from the Data Source drop-down list.  This is where the

National Bowel Cancer Audit system will search for demographic deta

Numbers you enter. 

o Saving ‘Quick Log-in Settings’ enables you to log in using the ‘Quick log-in’ button nex

 

F  – Open Exeter Application S lection Screen 
 
A
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.3 National Bowel Cancer Audit Main Menu 

 will see once you have successfully logged into the 
ystem; this is shown below in Figure 3.  There are a set of hyperlink buttons on the Menu Bar at the 

ou to the previous screen 

o Help – provides the help screen for whichever part of the application you are currently using 

 Exeter application selection screen 

ication. 

r with the organisation code. 

Figure 3 – NBOCAP Main Menu 
 

Organisation Code  Menu Bar 

 

3
 
The Main Menu Page is the first screen you
s
top right of the page within the application: 

 

o Back – takes y

o OE Menu – takes you back to the Open

o Logout - logs you out of the appl

 
It also shows the organisation that you are logged in as, togethe
 

 Menu Option Buttons  
 
 
 

 
 
O
 

n the screen there are 3 Menu option buttons giving access to: 

o Patient Records 

o Data Import 

o Data Export 

 
Each option will be explained in more detail later. 
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44  PATIENT  RECORDS  
 
 

4.1  Patien

PATIENT RECORDS

t Records Facility 

ut your patient data manually.  To access, click on the 
een and this will take you to the main Patient list screen, 

 
 

4.1.1 Creating a new record 
 

o Enter a valid NHS Number in the NHS Number field. 

o Click on the Search button 

 

Figure 4 – NBOCAP Patient List 

 
The patient records facility allows you to inp
‘patient records’ link from the main menu scr
shown below in Fig 4. 

 
   NHS Number field   Search 
 

 
 
 

o This will then search the National Bowel Cancer Audit database to see if there is a record for 

that NHS Number already present on the system, or if it can’t find a record on the National 

Bowel Cancer Audit database, it will then complete a national search against the Exeter 

Systems (NHAIS systems).  If the patient is not found in the Audit database or the Exeter 

Systems, the patient cannot be added to NBOCAP. 
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o Once the National Bowel Cancer Audit system has found a match for the NHS Number, a 

Patient Demographics screen will be displayed, as shown in Figure 5.  Please ensure the 

details automatically populated (including the patient’s name) are correct before you add the 

patient. 

 

Figure 5 – Patient Demographics Screen 
NHS Number NHS Number Matched Details   Pre-Populated Fields       Add Button 

 
 

o This screen will be pre-populated with the Organisation Code and NHS Number, and these 

fields cannot be edited. 

o The screen will also populate the demographics details that it matched with the NHS 

Number. 

o If the incorrect record has been selected, then click on the ‘Cancel’ button, which will return 

you to the Patient List screen. 

o Once the demographics details have been completed, then click on the ‘Add’ button at the 

bottom of the screen.  Please note that the data field Patient Sex is a mandatory field. If any 

errors are found in the data entered on the screen, an error message box will appear 

highlighting the error, as shown in Figure 6.  
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Figure 6 – Error Message 

 
 

o Click ‘OK’ on the error message, and the Patient Demographic entry screen will display 

again, but the field containing the error or missing data will be highlighted in red, as shown in 

Figure 7. 

 
Figure 7 – Patient Demographic Entry Highlighted Error 
    Affected Field 
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o Once you have added the demographic record to the National Bowel Cancer Audit system, 

, the complete Demographic record will be displayed on 

ancer Audit record, as shown in Figure 8. 

tient Details   Edit Patient Details 

and no errors are found with the data

the screen. 

o Click ‘Back’ from the menu at the top right hand side of the screen, and this will display a 

summary of the patients National Bowel C

 

Figure 8 – Patient Summary 
 View Pa

 
 

o Clicking ‘Back’ from the menu at the top right hand side of the screen will take you back to 

the Patient List screen, or you can view or go back and edit the demographic record by 

clicking on the relevant buttons.  
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4.1.2 Editing an existing record 

 

rlink, as shown in Figure 9. 

 Patient Details’ button, which will take you to the demographics record for 

rlink NHS Number 

 
o From the main Patient list, choose the patient you wish to edit by clicking on the NHS

Number hype

o The Patient Summary screen will be displayed, as shown previously in Figure 8. 

o Click on the ‘Edit

editing. 

o Once completed, save the record in the usual way. 

 
Figure 9 – Patient List showing Hype
 
  NHS Number Hyperlinks 
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4.1.3 Filtering the Patient List 
 
Apply filtering to the patient list in order to reduce the size of the list by entering all or part of the text 
ou want to retrieve. 

ient Identifier, NHS Number, Surname, Forename or 

 filtering is shown in Figure 10 below. 

y
 

o Enter criteria data in either the Local Pat

Postcode fields. 

o To cancel out a filter, click on the ‘clear’ then ‘refresh’ buttons. 

o An example of

 

Figure 10 – Filtering the Patient list 
 Filter Criteria 
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4.1.4 Ordering the Patient List 

You can the order the patient list by any of the identifiers 

r, Surname, Forename or Postcode blue 

Patient List will then be displayed sorted by the hyperlink you clicked on. 

 

 

 
o Click on the Local Patient Identifier, NHS Numbe

hyperlinks at the top of the patient lists. 

o The 

o An example is shown below in Figure 11, which shows a Patient List that has been ordered 

on Surname. 

Figure 11 – Ordering the Patient List 
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4.2 Tumour Details 

.2.1 rd 
 

o Select the patient you would like to add Tumour details to, by selecting them from the patient 

list. 

o This will display the Patient Summary screen.  Click on the ‘Add Tumour’ button, as shown in 

Figure 12 below. 

 

 

4 Create a new Tumour Reco

Figure 12 – Patient Summary Screen 
   Add Tumour button 
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o Check a blank tumour details screen has appeared, with only the Identification data pre-

 

Figure 13 – Tumour details Screen 
 Pre-populated Identification Data 

populated, as shown in Figure 13 below. 

 
 

Enter the data relating to the tumour – a full dataset list can be found on the NCASP website, 
www.icservices.nhs.uk/ncasp/bowelcancer 

o   

o Once completed, scroll to the bottom of the screen and click on the ‘Add’ button, as shown in 

Figure 14.  Please note that the mandatory fields are Date of Diagnosis and ICD10 code, 

which cannot be changed once saved. 

o If an error has been made, and the tumour record should be abandoned, click on the 

“Cancel” button, as shown in Figure 14. 
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Figure 14 – Tumour Screen – Add Details 
Cancel Button   Add Button 
 

 
  

o Any errors that are found in the data or any missing data items that are mandatory will cause 

an error message box to display, as with the demographic data.  Once ‘OK’ is clicked, then 

the Tumour Details screen will display and highlight the relevant fields in red. 

o Multiple tumour records can be entered for each patient if necessary, by following the 

instructions above for each tumour record. 
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4.2.2 Editing/Viewing a Tumour Record 
 

Once a Tumour record has been created, this record can be viewed or edited by clicking on the 
, as shown in Figure 15. appropriate buttons from the Patient Summary screen

 
 
Figure 15 – Tumour details – viewing or editing 
 
     View Tumour Record Edit Tumour Record  
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t Record 

o Treatment details to, by selecting them from the 

patient list. 

o This will display the Patient Summary screen.  Click on the ‘Add Treatment’ button, as shown 

in Figure 16 below. 

 

4.3 Treatment Records 
 

4.3.1 Create a new Treatmen
 

 Select the patient you would like to add 

Figure 16 – Patient Summary Screen – Add Treatment 
 Add Treatment Button 
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o atment details screen has appeared, with only the Identification data pre-

populated, as shown in Figure 17 below. 

 

Figure 17 – Blank Treatment Screen 
Pre-populated Identification data 

Check a blank tre

 
 

o Enter the data relating to the treatment. 

o Once completed, scroll to the bottom of the screen and click on the ‘Add’ button, as shown in 

Figure 18. 

o If an error has been made, and the treatment record should be abandoned, click on the 

“Cancel” button, as shown in Figure 18. 
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Figure 18 – Add Treatment 
Cancel Button  Add Button 

 
 

o Any errors that are found in the data or any missing data items that are mandatory will cause 

an error message box to display, as with the demographic data.  Once ‘OK’ is clicked, then 

the Treatment Details screen will display and highlight the relevant fields in red. 

o Multiple treatment records can be entered for each patient tumour if necessary, by following 

the instructions above for each treatment record. 
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4.3.2 Editing/Viewing a Trea tment Record 

Once a Follow up record has been created, this can be viewed or edited by clicking on the 
, as shown in Figure 19. 

 

appropriate buttons from the Patient Summary screen
 
Figure 19 – Patient Summary with Treatment Record 

View Treatment Button  Edit Treatment Button 
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4.4 Follow Up Records 

  
o Select the patient you would like to add Follow Up details to, by selecting them from the 

patient list. 

o This will display the Patient Summary screen.  Click on the ‘Add Follow Up’ button, as shown 

in Figure 20 below. 

 

 

4.4.1 Create a new Follow Up Record 

Figure 20 – Patient Summary with Follow Up 
  Add Follow Up Button 
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o Check a blank follow up details screen has appeared, with only the Identification data pre-

 Cancel Button  Add Button 

populated, as shown in Figure 21 below. 

 

Figure 21– Blank Treatment Screen 
Pre-populated Identification data 

  
  

o Enter the data relating to the follow up. 

o Once completed, scroll to the bottom of the screen and click on the ‘Add’ button, as shown in 

Figure 21 above. 

o If an error has been made, and the follow up record should be abandoned, click on the 

“Cancel” button, as shown in Figure 21. 

o Any errors that are found in the data or any missing data items that are mandatory will cause 

an error message box to display, as with the demographic data.  Once ‘OK’ is clicked, then 

the Treatment Details screen will display and highlight the relevant fields in red. 

o Multiple treatment records can be entered for each patient tumour if necessary, by following 

the instructions above for each treatment record. 
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4. .2  Up Record 
 

reated, this can be viewed or edited by clicking on the 
ion Screen, as shown in Figure 22 below. 

 Edit Follow Up 

4 Editing/Viewing a Follow

Once a follow up record has been c
ppropriate buttons from the Patient Selecta

 
Figure 22 – View / Edit Follow Up 
 

View Follow Up  
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55  DDAATTAA  IIMMPPOORRTT

5.1 Import Options 
 
You can import data for an organisation into the National Bowel Cancer Audit system using a 
Comma Separated Value (CSV) formatted file.  This is done by clicking on the “Data Import” link from 
the Main Menu, as shown in Figure 23 below. 
 
Figure 23 – Main Menu 
 

  
 

Data Import Link 
 

 

 shown in Figure 24 overleaf.  This menu 

o Check import 

 
Clicking on this link will display the Data Import Menu, as
gives access to the following import options – 
 

o Import Data 
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Figure 24 – Data Import Menu Screen 
 

 
 

5.2 Import Data 
 
Clicking on the “Import Data” link from the Import Data menu will display the file selection screen as 
shown in Figure 25 overleaf. 
 

his screen allows you to select the file you wish to upload by using the browse button.  Clicking the 
rowse button displays a standard Windows file selection window to open, to allow you to navigate to 

her organisation. 

 is worth noting that if an organisation uploads a file on behalf of another organisation, then the 
organisation uploading the data will be able to view the data directly from the patient list screen, as 
well as the organisation from which the data originated. 
 
Once the correct file is displayed in the file selection field, and the correct setting has been made for 
the organisation check box, then the button marked “Upload this File” should be clicked. 
 
 
 

T
b
and select the appropriate file. 
 
Anybody can upload a file for any organisation to the National Bowel Cancer Audit system for 
inclusion in the audit.  If you are uploading data for another organisation, then you must ensure that 
the check box under the file location field contains a tick.  To do this, simply click on the empty box 

nd a tick will appear to show that the data contained in the file is for anota
 
It
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Figure 25 – File Selection Screen 
 
Check Box File Selection Field  Import File Button Browse Button 
 

 
 
 

 has been clicked, then the import confirmation screen is displayed, 
s basic information relating to the file you have just uploaded, 

ue 
re 

loaded for this organisation. 

Once the “Import this File” button
s shown in Figure 26.  This givea

including the batch number that has been assigned to the file, and the position of the file in the que
for processing.  There is also a link on this screen to display the batch list screen, as shown in Figu

7, which will display a list of the batches up2
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Figure 26 – Import Confirmation Screen 
 
Batch List Link   Batch Number     Queue Position 
 

 
 

5.3 Check ort  Imp

Clicking on the “Check Import” option from the Import Data menu will display the import batch list 
screen, as displayed in Figure 27 overleaf. 
 
This screen displays a list of all batches uploaded for the organisation, along with a summary for 
each batch, showing the file name uploaded, then number of records contained in the batch, the date 
on which the batch was uploaded, and the current status of the batch. 
 
Further batch details can be displayed by clicking on the batch number hyperlink.  This will display 
more detailed information relating to the batch, with a different summary screen being displayed 
depending on the status of the batch at that time. 
 
If a batch with a status of “At position xx in queue” is selected, then the batch status screen will be 
displayed as shown in Figure 28 overleaf.  This screen displays the basic batch information of Batch 
Number, File Name and Date Uploaded.  Basic organisation information is also displayed, 
comprising of User and Organisation Codes, whether the data is for another organisation, and the 
home Health Authority for the organisation. 
 
As the batch hasn’t been processed whilst in this state, it can be deleted from the queue if 
necessary.  This may be needed if the wrong file had been uploaded, or if it was noticed that the flag 
for uploading for other organisations hadn’t been set correctly.  By deleting the batch, the file will be 
removed from the processing queue, but the original file on the local computer will remain.
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Figure 27 – Import Batch List Screen 
Batch Number  File Name No Of Records  Date Uploaded  Status 
 

 
 
Figure 28 – Batch Status Screen 
Delete Button  Batch Details    Organisatio Details n 
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If a batch is selected with a status of “Processing Complete”, then the batch status screen sh
Figure 29 and continued in Figure 30 overleaf will be displayed. 
 

own in 

his screen gives more detail regarding the batch, with the processing date displayed, along with the 

adly formed records are those records which are structurally incomplete, for example elements are 

re ords w h the c  file, and which 
within the record 

elf.  No validation is done at this stage on the actual contents of the file, just the physical structure, 
so the situation could arise where all records pass file structure validation, but fail data validation 
once the file contents are processed. 
 
Any problems with the actual file structure are displayed, and then a further breakdown of the 
validation errors is displayed, as shown in Figure 30 overleaf. 
 
Figure 29 – Batch Status Screen 
 
File Structure Breakdown   Batch Details  Reco ils Summary 

T
number of records in the file, the number of well-formed records in the file, the number of badly 
formed records in the file and the number of well formed records with any kind of validation errors. 
 
B
missing from the record.   
 
Well formed records are those c it orrect number of elements in the

asses basic structural tests on the record, but not to do with the data contained p
its

rd Deta
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Figure 30 shows the continuatio
ali n results into their comp

n of the batch status screen, which further breaks down the 
datio onent record types, which displays the number of each recordtype, 

nd how many of these records have passed or failed validation. 

errors are displayed.  These messages give the recordtype in which 
e error has occurred, an identifier which will allow the data to be checked, and also the actual error 

down cture Breakdown 

v
a
 
Further down the screen, actual 
th
which is causing the record to fail validation. 
 
Figure 30 – Batch Status Screen 
 
Validation Error Break   Record Stru
 

 
 
Record Type  Identifier  Error Message 
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66  DDAATTAA  EEXXPPOORRTT  

.1 Export Options 

.  This is 
 will 

o Export CWT data 

igure  – Ma  Menu

 

6
 
You can export data for your organisation from the National Bowel Cancer Audit system
done by clicking on the ‘Data Export’ link from the Main Menu, as shown in Figure 31 below.  This
display the Data Export menu, which gives the following export options. 
 

o Export all data 

 
31 in  F

 
Data Export Link 

 

 



National Bowel Cancer Audit User Guide                                                             

 
Final  v2.3                                                                                                                           Page 36 

 

6.1.1 Export all Data 
  
TThhiiss  ooppttiioonn  wwiillll  eexxppoorrtt  aallll  ddaattaa  ffoorr  yyoouurr  oorrggaanniissaattiioonn  ffrroomm  tthhee  NNaattiioonnaall  BBoowweell  CCaanncceerr  AAuuddiitt  ssyysstteemm..    
TToo  aacccceessss  tthhiiss  eexxppoorrtt,,  sseelleecctt  tthhee  ““EExxppoorrtt  AAllll  DDaattaa””  ooppttiioonn  ffrroomm  tthhee  EExxppoorrtt  DDaattaa  MMeennuu..  
  
OOnnccee  tthhiiss  ooppttiioonn  iiss  sseelleecctteedd,,  tthhee  eexxppoorrtt  wwiillll  bbee  pprroodduucceedd,,  aanndd  aannootthheerr  CCSSVV  eexxppoorrtt  ssccrreeeenn  wwiillll  bbee  
ddiissppllaayyeedd,,  aass  sshhoowwnn  iinn  FFiigguurree  3322  bbeellooww..  
  
TThhiis  screen  contains  a  hyperlink  to  allos screen contains a hyperlink to alloww  ffoorr  tthhee  ddoowwnnllooaaddiinngg  ooff  tthhee  eexxppoorrtt  ffiillee..  
  
FFiigguure  32  –  Export  All  Data  

  
re 32 – Export All Data

      HHyyppeerrlliinnkk  ttoo  ddoowwnnllooaadd  eexxppoorrtt  ffiillee  
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6.1 Export CWT Data .2 
 

TThhiiss  ooppttiioonn  wwiillll  eexxppoorrtt  aallll CCWWTT  ddaattaa  ffoorr  yyoouurr  oorrggaanniissaattiioonn  ffrroomm  tthhee  NNaattiioonnaall  BBoowweell  CCaanncceerr  AAuuddiitt    
ssyysstteemm..    TToo  aacccceessss  tthhiiss  eexxppoorrtt,,  sseelleecctt  tthhee  ““EExxppoorrtt  CCWWTT  DDaattaa””  ooppttiioonn  ffrroomm  tthhee  EExxppoorrtt  DDaattaa  MMeennuu..  
  
OOnnccee  tthhiiss  ooppttiioonn  iiss  sseelleecctteedd,,  aa  sseelleeccttiioonn  ccrriitteerriiaa  ssccrreeeenn  wwiillll  bbee  ddiissppllaayyeedd,,  aass  sshhoowwnn  iinn  FFiigguurree  3333  
bbeellooww..    TThhiiss  aalllloowwss  yyoouu  ttoo  eenntteerr  ccrriitteerriiaa  ttoo  ssppeecciiffyy  tthhee  CCWWTT  ddaattaa  yyoouu  wwaanntt  ttoo  eexxppoorrtt..    TThhee  ffiieellddss  
aavvaaiillaabbllee  ttoo  ssppeecciiffyy  sseelleeccttiioonn  ccrriitteerriiaa  aarree  ––

een 

  
  

o Date of first treatment 

o Date first s

  
OOnce  the  selection  criteria  has  been  entered,  then  click  the  ‘Continue’  button  to  create  the  downloance the selection criteria has been entered, then click the ‘Continue’ button to create the downloadd..  

lection Criteria Screen 

ia    Date first seen criteria 

  
Figure 33 – Export CWT Se
 
Date of first treatment criter
 

 
 

 
 
Continue button 
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77  GGEENNEERRAALL  IINNFFOORRMMAATTIIOONN 

7.1 Passwords 
 

7.1.1 Changing your Password 
 
The application will prompt you to change your password every 30 days. To do this: 
 

o Log-On to system 

o Choose ‘Change password’ from Application drop-down list as shown in Figure 34 below. 

o This will display the Change Password screen, as shown in Figure 35 below. 

o Enter old password 

o Enter new password 

o Verify new password 

o Click on ‘Change Password’ Button 

o This is effective immediately 

 
Figure 34 – Change Password Option 

  

 
Change Password Option 
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FFiigguurree  3355  ––  CChhaannggee  PPaasssswwoorrdd  SSccrreeeenn  
  
CCuurrrreenntt  PPaasssswwoorrdd  NNeeww  PPaasssswwoorrdd    VVeerriiffyy  NNeeww  PPaasssswwoorrdd    CChhaannggee  BBuuttttoonn  
  

  
  
TTiimmeeoouutt  AAmmeennddmmeenntt    CChhaannggee  TTiimmeeoouutt  BBuuttttoonn  

  

Expired 

sword, you can recover it online by clicking on the ‘Problems Logging-
n and answering the security questions.  You can amend your security 

 the Change Password screen. 

 your password has expired, please contact the Open Exeter Helpdesk on 01392 251289.  

n 14 months, you will need to complete a new Data User Certificate: 
ttp://www.ic.nhs.uk/services/national-clinical-audit-support-programme-ncasp/cancer/bowel/getting-

  
  

7.1.2 Password Forgotten or 
 
If you have forgotten your pas
in?’ button on the Login scree
question responses on
 
If
Passwords can be reset up to 14 months after their last use.  If you have not used your account for 
more tha
h
started 
 
 
 
 



National Bowel Cancer Audit User Guide                                                             

 
Final  v2.3                                                                                                                           Page 40 

20B7.2 Session Time Out 
 
Session time-out limits are used to ensure that the system’s resources are used effectively and are 
not used unnecessarily by inactive sessions.  All login sessions will automatically time-out after 30 
minutes if no keyboard or mouse activity is detected. 
 
After this time, you will be logged out of the system and will need to login again if you want to 
continue using the application. 
 
You can change the session time out value from the change password screen, as shown previously 
in Figure 35. 
 
 

21B7.3 Exiting the Application 
 
To exit the application, simply click the Logout button on the right of the main menu bar. 
 
 

22B7.4 Helpdesk 
 
For further assistance please raise a call with the Helpdesk.  All queries must be reported to the 
helpdesk in the first instance. 
 

o  01392 251289 

o  HUhelpdesk@cfh.nhs.uk UH  

 
 
Please provide the following information 
 

o User Contact details 

o Organisation code 

o Username 

 
You will be provided with a 6-digit reference number and a member of the team will contact you 
shortly. 
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