
 My Practice 

 

Finding a patient on NHI 

If no NHI is present, you will be presented with a ‘search and match screen’ 

• Find the patient 

• Or Add a new patient on the NHI system 

When this screen opens, you may see a list of potential matches 

1. If no suitable match is displayed, you can try changing the search criteria then [Search] again 

2. Select a likely candidiate and proceed to [Compare] the details with your data 

3. If no suitable candidate exists, click [Add to NHI] to create a new Patient on the NHI system 

Note: 

• There are some minimum data elements required for a search to proceed 

• The list is ordered by the Match score (the most likely match is at the top) 

• Take extra care when there are similar match scores 

• For newborns, remember to try “Baby of….” in your search 

 



Check for possible duplicates 

When ‘Finding patients on the NHI’, we will check for possible duplicate records within My Practice. 

• We will display patients with the same NHI or any of the dormant NHI numbers (old deprecated 

numbers) 

• We will create a task to remind your staff to check and merge these duplicates 

              

Add a patient to the NHI system 

Add as much patient information to the NHI as possible. The minimum information required is: 

• A Given name and Family name 

• A Primary residential address – validated and a physical address (not a PO Box) 

• Date of birth (no proof sighted) 

• Gender 

• Ethnicity 

• NZ Citizenship (proof not sighted)              

                                          

   

 

Once all the information is entered, click on the Add button. 

 

 



NHI Compare and Update 

                    

• Where more than one entry exists (names and addresses) the selected entry is highlighted in 

blue (Updates, additions or deletions will apply to the highlighted items) 

• The label for information that does not match and cannot be updated is highlighted in orange 

The label for information that does not match and can be updated is highlighted in red. Additional 

information stored on the NHI but not retained in My Practice is displayed with a yellow background. 

Information retrieved from the NHI system is displayed on the right (Green background) Information 

stored in the My Practice is displayed on the left (Purple background) Related information is updated 

together eg Name (separated by black lines) 

• When information does not match, your options include: 

• Update My Practice – copy the information from the NHI system and update My Practice 

• Add to NHI – add information from My Practice to the NHI system 

• None – take no action 

• Delete from NHI – remove the information from the NHI system 

• Update NHI – copy information from My Practice and update the NHI system. If you are 

Updating or Adding information to the NHI, you may be promted for additional 

information. 

 

 

1. Review and determine the appropriate action for each typr of information 

2. Complete any additional information 

 


