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Step-by-Step guide:

How to enter RI codes

(Residential Institute codes)


File Maintenance

Bradley Sieve

If you have any queries about this document,  please do not hesitate to contact me on
Mobile: 07788 912762 or email: Bradley.Sieve@inps.co.uk

Control Panel
1) Click File Maintenance button
2) Click on the button labelled Organisation/Department/Person [image: image2.png]



3) Highlight Residential Institutes folder and click the Add button

4) The only mandatory fields are filled in below
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5) Type in Name of Home or School

6) Enter a Mnemonic reference code no more than 5 characters

7) Click on the Identifiers tab, and click the Add button
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8) Select RI Code from the Identifier Type list box

9) Choose your TP/HA/CSA

10) Type in the Residential Institute code given to you by your PCT or HA (2 characters only)

11) Press OK

To continue to enter additional codes start from step 3

You can now select Residential Institutes within Registration using the Other tab
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