Pharmacy
M Manager

Quick Reference Guide - Processing
Emergency Requests

If you receive a request from a GP to fulfil a prescription where the form is to
be provided at a later time, you need to create an emergency request in
Pharmacy Manager.

An Overview of the Emergency Request Process

-

¢ A decision is made to dispense medication
without the supporting prescription.

* From the Dispensary screen, creafte and issue
the emergency request.

* When you receive the prescription, reconcile
it fo the dispensed item(s).

Creating an Emergency Request
To create an emergency request:
1. From the Pharmacy Manager Side Navigation Bar select Dispensary
=
2. Enter the patient and prescriber details.
3. Add the item(s) in the same way as you would for a paper prescription.
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Form

4, Select Form - Emergency Request and the Dispensary
Supply screen displays:

% Dispensary Supply - NHS Std (20/07/2021 09:27:31)

Form  Items

Dispensary Supply Form @

Added by user: cegedim (20/07/2021 09:27:31)
Form type: NHS Standard (FP10, FP10(D), GP10, GP14, HS21, CP2, CP4, Wi
Prescriber: John Gold
Prescribing Practice: Green Lane Medical Centre (CEGGP1)
Patient: Mrs Alanna Amber (orginal Pack Acres)
Prescription Date: Supply/Collection Date: I:l
Electronic 1D:
VAT Rate: NIA -

Pet Details

Animal o Pet name:

Emergency Prescription
Form is an emergency at prescriber request

Date received:

Reason for supply:

5. In Reason for supply, enter the reason for the emergency request.

/ Note - Do not enter any dates until you have received the
prescription from the prescriber.

6. Select OK . The Dispensary screen updates to show that this

is now an Emergency Request:

Dispensary

Patient: Prescriber:
Mrs Alanna Amber (Orginal Pack Acres) o John Gold

£ |PrR2s

item1@ EMERGENCY REQUEST

Written as:

Simvastatin 20mg Tablets

7. Complete the dispensing process in the usual way and select Finish
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The emergency request displays in the Pending ﬂ screen with the status
Emergency awaiting receipt:

Pending ¢

Filter list by

All pending supplies -

[ Include not endorsed

Prescription Information Status Source Date

Mrs Alanna Amber (Orginal Pack Acres): (1 item(s)} Emergency awaiting receipt Dispensary 20/07/2021 15:32

Reconciling Emergency Requests

Once you receive the prescription, you should reconcile the emergency
request.

There is a different process for reconciling electronic and paper prescriptions:

Electronic Prescriptions

To reconcile an electronic prescription:

1. From the Pharmacy Manager Side Navigation Bar select eMessages .
2. Highlight the prescription and select Dispense .

3. The Matched Patient screen displays, select Next.

4. The Emergency Requests screen displays, match the Emergency
Request Item in the central column to the Electronic Prescription ltem in
the right-hand column:

Patient Selection Wizard - Mrs Alanna Amber (Orginal Pack Acres)
Mrs AlannaAmber  NHS: - Emergency Requests
Orginal Pack Acres 3606062176 Emergency Request Item Electronic Prescription Item
DoB: 02/04/1992
Age: 29 |buprofen 400mg Tablets Unmatched ltem -
Sex: Female Unmatched Item
Salbutamol 100micrograms/dose in
Item 1 Beclometasone 100micrograms/do:
Salbutamol 100micrograms/dose inhaler Cetirizine 10mg tablets
CFC free |buprofen 400mgq tablets
200 dose

Inhale one or two doses when required

DM+D: 320139002

Item 2

Beclometasone 100micrograms/dose
inhaler CFC free

200 dose

Inhale one dose twice a day

DM+D: 408063002

5. Select Nextond then select Finish EEEAE
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6. Complete the dispensing process in the usual way and select Finish
Einish

/ Note - If the prescription is for precisely the amount
dispensed as the emergency request, no label is printed.

Paper Prescription

To reconcile a paper prescription:

1. From the Pharmacy Manager Side Navigation Bar select Pending ﬂ

2. Locate the emergency request and select Edit Edi

~ Remember - You can filter the Pending screen by selecting
Show pendings with status and Emergency awaiting receipt.

3. The Edit Dispensed ltem prompt displays, select Yes “

@ Edit Dispensed Item

The item "Simvastatin 20mg Tablets" has already been dispensed.
Are you sure that you want to change it?

To view it as read only, press "No".

4. The Dispensary screen displays the emergency request. Select Edit
Emergency Request:

Dispensary

Patient Prescriber:

Mrs Alanna Amber (Orginal Pack Acres) o John Gold

£
Item 1 o EMERGENCY REQUEST Select Edit

Written as Emergency Request
Simvastatin 20mg Tablets l i ]
Dispense as /‘ Edit Emergency Request
Simvastatin 20mg Tablets (28) [Somex Pharma] o
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5. The Dispensary Supply form displays, enter the appropriate date in
Date received or select Today to enter today’s date:

% Dispensary Supply - NHS Std (20/07/2021 13:42:07)

Form  Items

Dispensary Supply Form @

Added by user. cegedim (20/07/2021 13:42:07)
Form type: NHS Standard (FP10, FP10(D), GP10, GP14, HS21, CP2, CP4, Wi
Prescriber: John Gold
Prescribing Practice: Green Lane Medical Centre (CEGGP1)
Patient: Mrs Alanna Amber (orginal Pack Acres)
Prescription Date: Supply/Collection Date: I:l
Electronic 1D:
VAT Rate: NIA -~

Pet Details

Animal v Pet name:

Emergency Prescription
Form is an emergency at prescriber reguest

Date received: 20 July 2021
Reason for supply: T
Update with

Date received

6. Select OK m

Update the quantity or directions if required.

/ Note - If you are making changes to the quantity, you need
to consider the previous quantity supplied, for example, if 5 were
supplied as an emergency request and the prescription is for 15,
the quantity should be written as '5, 10" as you will be providing 10
to make up the prescription.

8. Discard the first label printed as this is for the previous quantity supplied
as an emergency request.

9. ComEIeTe the dispensing process in the usual way and select Finish

10.The emergency request clears from the Pending screen.
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Private Prescription Register Report

The Private Prescription Register enables you to replace your manual private
prescription book with an electronic record.

/ Note - Pharmacy Manager now records Emergency Requests
within the Private Prescription Register.

To enable the Private Prescription Register:

1. From the Pharmacy Manager Menus select Tools - System Settings -
Pharmacy Details and then, from the Dispensing tab select the Defaults
tab:

Pharmacy Details >

Pharmacy Licence | Dispensing | Charging Checking Products Ordering Product Rules Events

EPS Scanner Patient Selection Wizard Repeat Rx Leaflet Printing
Electronic Messaging Responsible Pharmacist Realtime Backup Medication Services
Patient Alerts Keystroke Reduction Security eMAR FMD Delivery

Dispensing o=
Printing Endorsing) Defaults

Defaults
Default dispensing form: FP10 v

Default Label Information
Internal product directions: To be taken as directed.

External product directions: ~ To be used as directed.

Bag label text: Thank you for your prescription. If you
need more explanation, please ask.
Update caution when repeat dispensing Private Prescription Register
@® Opt-into all + Enable Private Prescription Register
Opt-out fully

Opt-out MDS but opt-in Dispensary tab

2. Under Private Prescription Register, fick Enable Private Prescription
Register.

o For more details see Pharmacy Details - Dispensing tab in the
Pharmacy Manager Help Centre.



http://help.cegedimrx.co.uk/Pharmacymanager/Content/05_Pharmacy_details/Pharmacy_Details_-_Dispensing.htm

To view the Private Prescription Register report:

Pharmacy
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1. From the Pharmacy Manager Side Navigation Bar sclect Reports m

2. From the list of reports, select Private Prescription Register and then Run:

Reports

Intervention Report

Low/Dead/Excess Stock

NCSO Products Report
NHS Totals (FP34)
Non Compliance

OAP Patient list

Often Owed Products
Owings

Patient Details Report
Patient History

Patient Report
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Prescriber Report

Product Report
Product Usage
Repeat Rx Report

Script Throughput report
Stock Adjustments
Supplier Usage Report
Top N Usage

User Entered Item report

Individual Intervention Report
Intervention Statistics Report

Medicines Use Review Report
Message Dynamics Statistics Report

Personal List Changes Report
Potential MUR Candidates Report

Prescription Throughput report

Private Prescription Register Report on items dispensed by private prescriptions

Responsible Pharmacist Report

- [0 Show data exports [0 Show audit reports

Report on a specific intervention for a chosen patient
Report on Interventions with chosen criteria

Statistics report on interventions made in a chosen period
List products with selected stock levels

Report on MURs with chosen critesia

Statistics report on Message Dynamics activity for a chos.
List NCSO products with chosen criteria

Produce FP34 Report between chosen date range

List all patients who have been non-compliant

List patients who are OAPs

List the most often owed products

List owings between a chosen date range

Areport of details held on a patient

Produce a patient's medication history

List patients with chosen criteria

Report on Personal List Amendments

Patients who may be due an MUR

List prescribers with chosen criteria

Dispensing supply throughput, with time ranges showing t Select Private

List products with chosen crteria Prescription Register
Report on products usage

Report on Repeat Rx Patients

Responsible Pharmacist activity report

Prescribed item throughput, totalled by NHS & Private Pr.

Report on manual stock adjustments

Report on selected products usage with chosen criteria

Report on the top N products usage

Report on Items added by User

@ wewneport

| Select Run |

3. The Run Report "Private Prescription Register" screen displays:

un Report "Private Prescription R

Oooooood

Filters

Filter

Value

Patient filter (Not defined)
Prescription Type filter (Not defined)
Prescriber filter (Not defined)
VAT Type filter (Not defined)
Select output destination  (Not defined)
Reverse chronological o... (Not defined)

4. Double click on the filter options as required to narrow down your

search, or leave blank if the filter is not required.

Select the filter below to display details:
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Date range filter

n Date Range Filter it

This filters on records that have been created
or amended between the dates entered.

Start date:

End date:

O -

a. Set the date range required.

¥ Training Tip - Type a Full Stop . and then press Enter on your
keyboard to enter today's date.

4 Note - If you do not select a date range Pharmacy Manager
displays all records.

b. Select OK .

Patient filter

Pt | |

a. Enter the patient's name and select Find m

4 Note - You can only select one patient at a time.

b. The Find Patient screen displays, select the required patient.

c. Select OK .
d. Select OK .
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Prescription Type filter

n Prescription Type Filter

Form Type

Private

Private Vet

Sale to Public

Vet Sale
Emergency Supply
Midwife Sale
Ship's Master Sale
Prof. Sale

Vet Prof. Sale

gooogooog

a. Tick the prescription types to include in the report. Select All

Al or None to bulk select or deselect as required.

b. Select OK OK

Prescriber filter

@D Presaiber Filter pld

Prescriber:

a. Enter the prescriber's name and select Find .

b. The Find Prescriber screen displays, select the required prescriber.

c. Select OK m
d. Select OK m
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VAT Type filter

@D VAT Type Filter

VAT type: | A

Exempt
Inclusive

O -

a. Select either Exempt or Inclusive from the list as required:

| Category VAT Exempt  Including VAT
Private prescription V

Private CD prescription V

Emergency supplies at patient's v
request

Private PGD

Ship's master

A YA

Midwife sale v

Sales

Veterinary - professional, private and
sale

MY

Independent prescriber, for V
example, physiotherapist

b. Select OK .




Select output destination

B Choose Report Output »

(® Print/Preview

Save to report directory

Send to Network Manager
Metwork Manager Account:

DK

Cancel

a. Select either:

e Print/Preview - Opens a preview of the report.

e Save to report directory - To save the report to your system.

* Training Tip - To view saved reports, from the
Reports screen select View - Saved Reports.

¢ Send to Network Manager - Enter your Network Manager
Account details.

b. Select OK m

Reverse chronological order

a. Place a tick next to Reverse chronological order fo reverse the
output order.

5. Select OK m The Private Prescription Register report displays:

(D Private Presaition Register run at 23/03/2022 08:25:50
ile Page Zoom
5N E@ @ 99 > pl Page 1 of6 & A = B Zoom | % B
Private Prescription Register
Cegedim Pharmacy, CegedimHouse, PR26 7QN
e range filter From: 01/01/2022  To 23003/2022
Al
Al
Al
Al
Patient: Miss Gemma Green Phone Number: 07777777777
Address: 123 Long Road, Leyland Post Code:  PR26 48T
ipti iption Received ipt Prescriber Prescriber  Prescriber
Date Date Type Name Reference  Address
1710212022 1810202022 Emergency John Gold 100003241 Green Lane Medical . Centre, 12 Green Lane, Moss Side, Leyland, Lancashire
Request by PR26 7QN
Prescriber
Reference Prescribed PresciOwe  Dispensed Disp  Supply  Item  Dosage & Item VAT
Number ftem Qy) Item aty ate Iteration  Direction i Status
20220112002 Amoxicillin 250mg 15 Amosicilln 250mg 15 12001/2022 10f 1 ONE to be taken THREE times a day N/A WA
Capsules Capsules Ta and complete the
cccccc
Contains a penicil
Patient: A Phone Number: N/A
Address: N/A Post Code:  N/A
ipti ption Received ipti Preseriber Prescriber  Prescribe
Date Date Type Name Refe Address
030212022 N/A Prof. Sale Dr. Number Ten N/A A
Referenc Prescribed Presci(Owe ispensed Disp  Supply Item  Dosage & Item VAT
Number Item Qy) Item Qy  Dat Iteration  Directior Price  Status
Page 1 of 6
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oSee Saving, Viewing and Sending Reports in the Pharmacy
Manager Help Centre for details.

The Private Prescription Register report displays the following totals:

e« The item price for each prescribed medication item on the
prescription:

Reference Prescribed Presc  Dispensed Disp Item Dosage & Item VAT
Number Item Qty Item Qty Iteration Direction Price Status

20180510-006  Lipitor 40mg Tablets 84 Lipitor 40mg Tablets 84 1of1 ONE to be taken at NIGHT after £112.88 Exempt
evening meal

¥ Training Tip - The reference number consists of yyyymmdd-
nnn where yyyymmdd is the dispense date and nnn is the
number of the instance during that day. You can switch off the
Reference Number opftion in Printer Details, see Private
Prescription Register Reference Numbers in the Pharmacy
Manager Help Centre for details.

e A total item price for the filtered report:

Reference Prescribed Presc  Dispensed Disp Item Dosage & Item VAT
Number Item Qty Item Qty Iteration Direction Price Status

20180510-006  Lipitor 40mg Tablets 84 Lipitor 40mg Tablets 84 1of1 ONE to be taken at NIGHT after £112.88 Exempt
evening meal

Total Item Price:  £112.88

/ Note - If an item is fully owed, it does not appear in the
private prescription register until some or all of the outstanding
balance is dispensed. If an item is partially owed, the full cost
displays regardless of the owing balance. When the balance is
collected, it therefore displays as zero.



https://help.cegedim-healthcare.co.uk/Pharmacymanager/Content/19_Reports/Saving_Viewing_and_Sending_Reports.htm
http://help.cegedimrx.co.uk/Pharmacymanager/Content/04_Configuration/01_Printer_setup/Installing_Printers.htm
http://help.cegedimrx.co.uk/Pharmacymanager/Content/04_Configuration/01_Printer_setup/Installing_Printers.htm

