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General information
Information in this document is taken from our test system. Any correlation to actual
orders or people is purely coincidental.

Wh a tnéwsin HDS?
1 Multiple callback prescriptions can be confirmed simultaneously for people living in their
own homes. See* Co n f iraguirenrenys (callbackpr e s ¢ r iop pagedsf.s ) ’
91 Deaths of patients in care homes can be recorded as part of the callback procedure.
See‘ R e c o adentmvghen confirming callbacks for patients in care h o meos page
43.
1 Delivery instructions recorded in the Delivery instructions section of the patients record
(see' Pr o vdelteryn gn s t r uon pageo36)sre now shown on the
‘ P at ioresnetrsvrepore(see page 69).
The Patient Reassessment Form now includes product brand names and product MPCs
at the end of the product descriptions. See * P a t reassassmentr e p ormrpade 67.
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System messages
System messages are shown towards the top of the web page. Notifications are shown in
yellow, confirmation messages in green, information in blue and errors in red.

LBy The NH5-Cat website is temporanly closed whilst we refresh NHS catalogue. Please try again in a few minutes 0

W Assessor 'Amanda Smith' created successfully. Click here to return to the Assessor List

() care home has no upcarning deliveries. Click to return to the Care Home list

Abbreviations

AWSL Available While Stocks Last

HDS Home Delivery Service

MPC Ma n u f a c ProduceCodes

NPC National Product Code

Home Delivery Service (HDS): Guidance Notes (version 3.1) 7

Overview
The Home Delivery Service (HDS) enables orders and prescriptions placed for patients to be
delivered either to their own homes or to a care home.

Who uses it?

HDS is used both by patient assessors (often health care professionals involved in a

p at i eare}andby suppliers and distributors to provide a coordinated service.

Each user of the system is granted one or more * r o0 + thes€ enable that person to carry
out various tasks. The allocation of these roles is under the control of your organisation,
and those appropriate to HDS are described in more detail in* R o loe page 9.

How does it work?

Patients are registered on the system and are prescribed products to be delivered to a
designated address. To meet patient needs, deliveries can be arranged to an alternative
address or other special delivery instructions can be recorded.

Details of care homes are recorded on the system so deliveries can be coordinated when
several patients live at the same one.

Patients are allocated to assessors, who create prescriptions for them. Delivery of the
products on the prescriptions can either be automatic (the same quantity is delivered at
regular intervals) or use a call-back mechanism (the delivery of a quantity is prescribed but
the patientorthep at i eepréséntative telephones to confirm the quantity required).
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Entering and viewing information
Similar methods are used throughout the HDS application for viewing and entering
information. These methods are summarised in this section.
1 Anywhere you see a patient name as a hyperlink, click it to go to that patients record.
1 Anywhere you see the care home symbol () alongside a patients name, click it to open
the record for the care home where he or she lives.

1 Links in the alerts section on the front page open a list of the patients or prescriptions
forming that group.

Select items from a list
If you need to select multiple entries from a list, you can:
1 Click the first item you want, hold down the SHIFT key and then click the last item to
select a range

1 Hold down the CTRL key while you click items to select multiple items that are not next
to each other in the list

Some lists only allow you to select a single item.

Move items between one box and another

To move items between lists of available items (not yet selected) and selected items:
1. Select the items you want to move.
2. Click the arrow (< or >) to move the items in the appropriate direction.

If you want to move all the items, click the > All > or < All < buttons.

Sort a list
In many cases, you can click on the column heading to sort information by that column

value. For example, if the column contains dates, earlier dates will be shown at the top of
the list.

NHS Supply Chain m
ien Pach

Prescrplion namne Hext delivery date between

] T All - J g

LR 0 2 ellis

callbuck lehn Babcack Callback 18 02 Z014 4 Wesk ] 3 E18.08 B
callback Sally Garble Callbazk 102014 4 ek ] 5 £42.98 ﬂ
“allhark 1 HNashia il S LEEE -

Click the column heading again to reverse the order. Using the same example, later dates
will now be shown at the top of the list.

You can sort a listing by any column heading that is underlined.
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Where your order comes from

When you order products using HDS, you receive them in one of two ways:
1 They are sent by the supplier to a distributor, who then sends them on to you.
1 The supplier delivers them directly to you.

User accounts
You must have the Trust administrator or User maintenance role to be able to change
other p e o p Lser’accounts. If you do not have either role, you cannot see this area.

The same user account can be used to access all of the NHS Supply Chain applications —
people are granted or denied access to specific components by grantingthem* r ol e s’

User records are created and modified in the Online Catalogue and Ordering application:
1 To create a user record, select Create user on the Admin menu.
1 To amend a user record, select User maintenance from the Admin menu.

S
1
-]
&
o
S EEE

NOMUBECATALOGUES ramework  Wedcal  Won-Medcal

| Online Catalogue

See the Online Catalogue and Ordering Guidance Notes for detailed instructions.

Roles
Roles determine what a person can do when logged on to the NHS Supply Chain applications.
You can move roles between the two boxes using the arrow buttons between them — the box
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on the left contains unassigned roles, and the box on the right contains those assigned to this

user account.

User inflo Roles Trusis Regquisition poans

A summary of the HDS roles and what they enable people to do is given in Table 1.

Table 1: Summary of roles

People with thisr o | e ...

candot hi s ...

Connect

Access the system — this role is granted automatically.

Authorise and send orders

Authorise and send orders up to the financial limit set in their
record. People with this role must also have the Requisitioner
role.

No financial limit

Order without any financial limit.

HDS Enquirer

View the system only and can update or create patient notes.

HDS Assessor Create patients and prescriptions, confirm and unconfirm
callbacks, and create emergency orders.
HDS Administrator Activate the unconfirm call back option, issue global prescription

updates and use the manual address option.

HDS Customer Services

Do the same as the HDS Assessor, plus access the reports on
the Delivery menu.

Note: Some trusts provide their own customer service function,
so have access to this role. Others use Customer Services
within NHS Supply Chain.

Logging into the Home Delivery Service (HDS) system

You must have a role that enables you to access the HDS system to log into it.

Connecting to NHS Supply C h a i welbsie
To connect to the NHS Supply Chain website:
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1. Connect to NHSNet through your local network:
Follow a shortcut where available or type http//www.supplychain.nhs.uk into a browser.

2. Optionally, click My Supply Chain. The My Supply Chain drop down menu then opens.
3. Click Home Delivery login.

NHS!

Supply Chain

"o

Home My Supply Chain Savings News Product Information Categories Programmes Suppliers Events  Contact Customer Services

My Supply Chain Home
Information log in

EI‘ TR Reports log in

Available No

Billing log in

eDC Gold information

Ordering, Delivery, Invoicing, Returns % Contracts Online
User Guides

Catalogue
e and Orderina

4. If you are not already logged into the NHS Supply Chain applications, you must do so
now.

Home delivery is supply Chain [N LAY
Plzaze enter your usernams
|

Plzaze entar your password

Forgotten your password?

This application requires either Microsoft Internet Explorer £.0 or sbove, Mozilla Firefox or Mozilla
S.x or above, Any other configuration is net supported and may mezan that you are unable to use
this application properly.

Important - please note: Unauthorised access to data on this system will constitute a breach of
the computer misuse act 19%0 and, as such, will render the offender liable to criminal
prosecution. You must not exceed the legitimate bounds of your authorised access and under no
cincumstances disclose your password to 2 third party

If you are already logged in, the Home Delivery Service homepage opens.

Logging on to the HDS application

If you are not already logged into the NHS Supply Chain applications, the logon box is
shown when you try to access the HDS application.

To log in:
1. Type your username and password into the boxes.
2. Click Login.
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Home delivery

Please enter your username

PECKAS

Please enter your password

LU L L L

Eorgotten your password?

Login

Thiz application requires either Microsoft Intemet Explorer 6.0 or abowve, Mozilla Firefox
ar Mazilla 5.% or above. Any other configuration iz not supported and may mean that
wou are unable ta usae this application propery.

Irmpartant - plaase note: Unautharised accass to data on this systerm will constitute a
breach of the cormputer misuse act 1990 and, as such, will rendar the offender liable to
criminal prosecostion, You must not exceed the legitimate bounds of your authorised
access and under no droumstances disclese your password to a third party

3. If you are using the system for the first time, if your password has expired or you forgot
your password and are using a replacement sent to you by email, you are asked to
provide a new password.

4. If you are using the system for the first time, you are asked to confirm your personal
details. Make any necessary correction.

H{}me dE|Wer’y' MHS Supply Chain m

Validate your details

We need to confirm that your contact details are correct and up to date.
Please confirm your details balow

Email address
as pecki@mymail oy

Telephone number
015123123

First name
Anne Susan

Last mamea

Pack

Save changes

Click Save changes to confirm the information.

5. Read the following message about the Home Delivery Service confidentiality policy and
then click ACCEPT if you agree to comply with the requirements.
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H'Dm'e dE“'\ferY MHS Supply Chain m

Home delivery zeryics

Infarmation relating to patients and their medical trastrment iz highly senzitive snd must
be treated by all HOE online usars in strict confidence,

noe downloaded from HDS online it is the responsibility of the user concerned to ensure
that all such information is kapt seouraly and is not used for unauthorised or unlawful
purposes, Thiz shauld indude snsuring that all sensitive slectranic daks iz seourely
ancryptad and that any personal data involvad is only processed in compliance with Data
Protection |aws,

By clicking "Accept’ below I acknowledge and agres to personally comply with thess
aobligations.

| accerT | | DECUNE |

Forgotten your password?

Click the Forgotten your password? link on the logon box. An email will be sent to the
email address associated with your account with a new temporary password, which you
must change before you can use the system.

Understanding the Home Delivery Service home page

If you are only associated with one organisation, its name is displayed automatically in Trust
selection and the information on the home page relates to that organisation.

If you are associated with more than one organisation, changing the organisation (in Trust
selection) updates the page to show information appropriate to the selected organisation.
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Home delivery

Patents Orders Presceptions Catalogue Directory  Reports
Welcome CHARITIES & HOEPICES [TST/ZE]
Weloome
Yoy sre now scceiging the Home delvary g&rvics Fram MHS Supply Chain
Lurmrenty assigned roles
ZESTST CHARITIES & HOSPICES =f Suthorize and send orders Cannect
HOE sdminietramss HOE sgasgsor
Distrbutor information

Financial limit of £0

Hams DHL Supply CThain
addregs Langereft Rosd
Carby

Corby
Corby
HHLE BEY B

Telaphans 01924 328501

Fax A

Ermail haome. delivery@supplychain. nhs uk

System slerts and messages

EThere are 4 patents who will need reviewing this month

25022007 -

Bank Holiday Orders

Dear Custormer
Dalivarias dua to ba made on 28th, 28th & 30th May 2013 showld have their call-backs activated by the dates shown balow:

Delivery Day Call-back activated by {close of business)
Tuesday 28th May  Wednesday 22nd May

Wednesday 28th May Thursday 23rd May
Thursday 30th May  Frniday 24th May
Friday 31st May Tuesday 28th May (as normal)

any delivery not addvated by the dates above will ba dalivarad on the next availabla day following the postcode routing, This is to
allow the normal 3 day lead time for delivery to be made,

Care home search

Patient search

= 2013 (Harrow, Wide)

The page is divided into sections:
1 Currently assigned roles (labelled A on the image) lists the roles (access rights) you
have regarding the NHS Supply Chain application.
1 Distributor information (labelled B on the image) contains contact details for the
distributor associated with your organisation.
1 System alerts and messages (labelled C on the image) are important notifications 'Eften
patient-related — relevant to your use of the HDS application.

o A prescriptionis‘ h eiflthet deadline for a call-back is missed for a call-back
prescription or a delivery failed. Click the link in the alert message to go to the list
of prescriptions and filter them to show held prescriptions. See* Vi ewi ng
prescr ioppageddn s’

o Patients must be reviewed at regular intervals (the frequency is set by the trust).
When a review is due, the patient is included in the list of patients for review.

o If a patient has died, an alert notice is posted.

o0 Notices from NHS Supply Chain are also displayed in this section. The example
above is listing Bank Holiday dates which affect deliveries.

1 Care home search (labelled D on the image) 'Esee ‘Q Searching for a care home’ on
page 20 — and Patient search (labelled E on the image) —see* Se ar hpiantg ent s
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on page 28 — enable you to find a care home or a patient to work with quickly and
easily.

These searches are across all the trusts you can access. The searches on the Care home
and Patient pages are within the trust you selected on the home page.

Assessors, care homes and medical practices

The HDS application stores information about assessors, care homes and medical practices.
These can then be selected and associated with individual patient records without needing to
enter details about them.

Links to the pages where information about assessors, care homes and medical practices is
stored are available from the Directory menu option.

HDmE dEIlUEW r I i - MH5 Supply Chain m
Patisnts  Orders  Prescriptions  Catalsgus ﬂﬁu;:-rn T\ 12 nevar slisen Pack Halp Log sut

N

weloome
Vau are now aceasiing the Hamae delivar

CHARITIES & HOSPICES [TSTAZE]

b Chaim

ZETST CHARITIES & HOSPICES w Al requisition goints Authorise and send arders

Viewing and managing assessors
Anyone with access to the HDS application can view assessor information. You must have
the HDS Administrator role or the HDS Assessor role to create or modify assessor details.

Viewing assessor details
If you can only view assessor details, you can:
1 View summary details for assessors in a list, including how many patients have been
assigned to that assessor.
Click an assessor’'s name to view full details for that assessor.
Click the assessor’s email address to create a new message in your email application
addressed to this assessor.
1 Click View patients when viewing details for an assessor to see details of the patients
linked to that assessor.

1
1

To view assessor details:
1. Click Directory on the blue menu.
2. Select Assessors from the list shown. The Assessors page opens.
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Home delwery s NHS Supply Chain m
Fadents Orders Prescrptions Cataleque Directory Reports Mrs Amne Susan Peck Help Log out
Ascessors CHARITIES & HOSPICES [TET/ZE]
e Address Prost code Rola
Filter [ YT
Post code Email addracs Cantact nd Roda
Jame Adams 1 High Street Anytown Herthshire Akl 1AA  janeadams@myemailcom 0115 1234596 Coptinence Advisor 4
angela Brown 1 Main Street Anytown Maordhshire anl 1AR  angelabrown@mymailorg 0115 123321  Clindcial Murse Spacialist o
Records 1-2 of 2

3. Use the filter options at the top of the page to cut the list down to a manageable size.

4. Type any partofthe a s s e s slamne,’Agdress, Postcode or Role into the boxes at the
top of the page.
You must type the letters in sequence. For example, if an assessors address is * Main
St r eyeutcan,type Main, ain S or 1 Mai and it will be included in the list. You cannot
type Main St. (with a full stop).

5. Click Filter to show only those records that match.
Click Clear to show all records.

Creating an assessor record
Assessor address, email address and contact telephone number can all be recorded.

To create an assessor record:
1. View the list of assessors (see* Vi e assessprd e t aon page’15).
2. Click Create.

Home delwery I NHS Supply Chain m
Patents Ordars  Pregeriptions  Cavalogus Directory R 3 Mes Sarah Dack Halp  Log oue
Assessors CHARITIES & HOSPICES [TSTVZE]

Filtar Claar
Address Post code  Email address Lontact nio Rale Patients
Jame Adame 1 High Street Anytown Horthshire AAE 1448  jeneadsme@mypemail.com 0115 123456 Contnence Advizor 4
Angela Brown 1 Main Street Anytown Horthshire AAL 1AB  sngels.brown@mymailorg 0119 123321  Clinkcial Hurse Specialist 1]
b Records 1-2 of 2

3. Complete information about this assessor.
1 You mustinclude thep e r s &irst’'nsme and Last name.
1 Be consistent with the roles you allocate to people if you want to use them for
filtering records.
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Home dE“Very : NHS Supply Chain m

Patents Orders Prescripdeons  Catalogue Directony rs Sarah Pack Help Log out

Mew gscessor CHARITIES & HOSPICES [TST/ZE
= 55255

Assessor information

First name dmanda Last name Smith
Addre=s 1 High Street Email addrazs
Anytown Contact no 0115 1234546
Harthehirs Rale Continence Advizor
Pait code Aal 1as
Sava Back
4. Click Save.

A message is displayed if the assessor has been created successfully. Either click the
link in the message to go back to the list of assessors or select another option from the
menu.

Changing assessor details
All details recorded about an assessor can be changed.

To change assessor details:
1. View the list of assessors (see* Vi e assessprd e t aon page’15).
2. Click the name of the assessor you want to change.
The View assessor page opens.

Home delivery - NHS supply Chain L LE Y

Patienti Orderd Predcriptiong ¥ & parEE Mei Sarah Pack Halp Loag eue

View assessor CHARITIES & HOSPICES [TSTYZE]

Assessor information

Firek farme Jane Lagk name Adami
Addrass 1 High Stresk Ermail addraga jane, sdama@myarmail. conr
Arika e Cantact na 0115 123456
Herthahirg Rale Coantinencs Advizer
Pait cods Al LAA
Edit | Transfar patiants | View patients |
3. Click Edit.

4. Make the changes and click Save.

Viewing patients assigned to an assessor
Details of patients assigned to an assessor can be viewed.
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To view patients assigned to an assessor:

1. View the list of assessors (see * Vi e assessprd e t aon page’15) and click the
name of the assessor whose patients you want to see.
The View assessor page opens.

HDFI"IE delivery )k MHS5 Supply Chain m

Patients  Orders Prascriptions Catalogue Directory  Raparts Mrs Sarah D

ck Halp Log out

1=

A552550r CHARITIES & HOSPICES [TST/ZE]

Assessor information

First nama Jara

Last name Adames
Address 1 High Strest Ernail address jane. adarms@rmyamaill com
Anybown Contact no 01195 123454
Horthshire Rale Continence Advisor
Post code ARL 1AA

2. Click View patients.

3. The list of patients assigned to this assessor is shown below the assessor details.
4. From here you can:

1 Clickthepat i eametogpenthep at i ecotd’(see’ Vi ewp atgi enat b s d
on page 30).

A
1 See care home details (for patients living in one) by clicking the Care Home icon "

to open the View care home page (see* Vi e wvarethgme d e t aon page’20).
1 Go to the Prescriptions page to create a prescription for the patient by clicking on the

New prescription icon "‘-'# (see* Cr eapir g Cc ranpage 46)n ’
1 Go to the Create emergency or ad hoc order page (see* Cr e amh amergency or

ad hoc o r d enmpage 58) by clicking the Emergency icon & .

Transfer patients from one assessor to another

All the patients currently assigned to one assessor can be transferred to another. This is
useful when there are staff changes.

Assessors for individual patients are changed withinthep at i eeootds ’

To transfer patients from one assessor to another:
1. View the list of assessors (see‘ Vi e assessprd e t aon page’15) and click the
name of the assessor whose patients you want to see.
The View assessor page opens.
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Home delivery ) 5% S Supply chain A LAY

Patisnts Crderg  Pregeriptions Catslogue Directary Reports Mrg Sarsh Pack Halp Log our
View gssessor CHARITIES & HOSPICES [TETZE]

Assessor information

First narma Jana Last narme Adarms

Address 1 High Strast Erriail address jane. adame@ryernail, comn
Arytown Contad no 0115 123458
Horthshire Raole Contingnca Advisar

Fost code Aal 1aA

Edit | Transfar patiants | | View patiants | Back

2. Click Transfer patients.

3. Select the new assessor from the dropdown list.

Home delivery [ .b NHS Supply Chain (L2 0Y

Patients Owders Prescrigptions Catslogue Directory Reports Mre Sarsh Peck Help Log owt
Wiew gssessor CHARTTIES B HOSPICES [TST/ZE]
Confirmation required

Are you sure you vizh ta transfer all patients from "Jane Adamz'?

Moye 4 patients to assessor;

Wiaw patisnts

4. Click Transfer.
All the patients are now on the list of the other assessor.

'ran:h:]l Canca l | Back |

Deleting an assessor
To delete assessor details:
1. View the list of assessors (see* Vi e assessprd e t aon page’l5).
2. Click the name of the assessor you want to delete.
The View assessor page opens. Check that this is the correct assessor.
3. Click Delete.
If any patients are currently assigned to this assessor, you are prompted to transfer
them.

Home delivery

Patients Orders  Prescriptions Catslogue D

View assessor CHARITIES & HOSPICES [TET/ZE]
Confirmation required
Are yau gure you wizh to delste Asgesdor Jans Adama'?

Move 4 patients to assedsor armanda Srmith |T\
Viaw patiants | Dalata | | Canca | Back |

1 Click View patients to see details of these patients (see * Vi e paitiemtg
assignedtoana s s e sos page 17).
1 Select the new assessor from the dropdown list to transfer these patients.

4. Click Delete.
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The a s s e s secord s sleleted and any patients that were associated with the
assessor are transferred to the new assessor.

Viewing care home details
You can only see basic care home details if you have the HDS Enquirer role.

When a trust first starts using the HDS application, care homes details are imported using
existing data. If you need other care homes creating, please contact Customer Services (within
your trust if your trust is providing its own customer services, or at NHS Supply Chain).

Viewing a list of care homes

To view care home details within the trust you selected from the home page:
1. Click Directory on the blue menu.
2. Select Care homes from the list shown. The Care homes page opens.

Home delivery * Bl - NHS Supply chain [N LY

rderg  Pregeriptiend l.-.l'.nl-:-l_|llll Dirsatory PEpartd Mrg Amne Sugan Peck Halp Log out

I'_ are homes CHARITIES & HOSPICES IT'E-T."ZE]
Care home Post code Mext delivery date betbweesn
] ) Filbar | Clear
Post code Pres. type Delivery day | T——— Mext del. date
Sleapy Hollow 43 Elm &Svanus HE10 SE] Autanmatic Friday 1 Wask 23/0B/2013 ki)
Windy Corner 3 Horsecroft Road IP33 203 Callbsck Mand sy 2 Wesk 19062013 ‘T'
Records 1-2 of 2 |

3. To reduce the number of care homes shown in the list, use the filter options at the top of
the page:

1 Type all or part of the Care home name in the first box. For example, * Ho | willo w

include* S| ekeoplylaady ' THHe® | | ows”’

1 Type all or part of a Postcode in the second box to filter by post code. For
example, NG10 will include all care homes in that postal area.

1 Use the calendars to enter the earliest and latest next delivery date. For example,
19/08/2016 and 24/08/2016 will include all homes where the next delivery is
within that date range.

Click Filter to filter the records and Clear to display all care homes.

Searching for a care home
You can search for a care home across all the trusts you can access from the home page of
the HDS application.
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To search for a care home:

1. Click the * icon to the right of the Care home search section at the bottom of the HDS
home page.
The section expands to show the search options.

I WETVERE IR SLUVELED U URE UaUEI SUUEE W DR UEIVEDEY U WRE DAL SVaNanaE Wy DUy U peUsioues ruumig BN 13w

allow tha normal 2 day lead time for delivary to be made.

Care homa search

Patient search

2. To find a care home, use the search options at the top of the section:

1 Type all or part of the Care home name in the first box. For example,* Ho | willo w’
find* S| ereoplylaodw’ THe® | | ows’

1 Type all or part of a Post code in the second box to search by post code. For
example, NG10 will find all care homes in that postal area.
1 Use the calendars to enter the earliest and latest next delivery date. For example,

19/08/2016 and 24/08/2016 will find all homes where the next delivery is within
that date range.

Click Filter to find matching records. Clear empties the search boxes.

The example below shows the result of searchingfor* Hol | o w’

Post code raxt delivery date betwaan
Hallow =] e Filtar Claar
Hoame marme Post code Pres. type elvery day Frequency Mext del, date Disbrict
Eleapy Hollow 48 Elm Awenue HG10 SEX Autamatic Friday 1 Weak 2308/2013 ZE
Records 1-1 of 1

Viewing details of a care home
You must have HDS Assessor or HDS Admin roles to view details of care homes.

You can view information about a care home and about the patients who live there.
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To view detailed information about a care home:
1. Find the care home you want to view by either:
1 Viewing a list of care homes (see page 20)
1 Searching for a care home (see page 20)
2. Click the name of the care home.
Details about the care home are shown on a series of

Home delivery * NS Supply Chain

E Help Log sur

Patients Ordars Prescriptions Catalogus

View care home Sleepy Hollow CHARITIES & HOSPICES [TST/ZE]

|L‘u:t-a|ls| Patients I Fuscrlpunnsl Delivery charges | Ncmisl Cristributor H\:ﬂ:\l:l Colledions

Care home information

Homa narma Slaepy Hollow Address 18

Hurging hormea el Elrm Buanua
Residantial homa Weasx HOTTIMNGHARM
EM1 Tas Hothinghamshire
Erniail addrass Past coda NG10 SE]

Telephone no

Fax no

Delivery information

Warahouse coda 933 Dalivary day Friday
[rizbrict ZE Firsk delivery dake 02/08/ 2013
Requistion paint Hext delivery date 2370872013
Pragoiption type Autormatic Dalivary fraquancy 1 Waak

Edit

HRS Vergion »2,6.548,0 (1847uk) B HHS Supply Chain 2005 - 2013 (Mamow, Wide) 1470872013

3. Click a tab to view information on that page.
1 The Details page contains the basic information that was entered when the
record for the home was created.
1 The Patients page is a list of patients who are resident at that care home who
have been registered on the HDS system.
i Clckapat i eametogotothatp at i escotd. Ic®ns at the right of each row

enable you to create a prescription for that patient ( e ) and create an

emergency or ad hoc order for that patient (kll' ).

1 The Prescriptions page is a list of prescriptions for patients who are resident at
that care home. You can filter the list of prescriptions by Patient status (All
patients, Active only, Suspended, Discharged or Deceased).

1 The Delivery charges page displays delivery charges as orders. To see details,
click the order reference (in the Ref column).

1 The Notes page displays any notes about the care home added when the record
was created.

1 The Distributor Notes page contains any notes recorded by the distributor about
this care home.

1 The Collections page itemises any collections from this care home.
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Creating Care Home records
You must have the HDS Customer Services role to create Care Homes. If your trust does not
have staff with this role, contact Customer Services at NHS Supply Chain.

New care homes can be created at any time.

To create a new care home record:
1. View the list of care homes (see * Vi e wlistrofgcare h o meos page 20).
2. Click Create.

Home delivery | 5B NHS Supply Chain

Patisnes Orderg Predcriptiong  © L1 Mra Sarah Pack

Care homes CHARITIES & HOSPICES [TST/ZE]

Post code Hext delivery date bebwreen

it M Foeer]| clear

Care hodme Past code Pras. type Dalivery day Firaqueacy Mext del, dats

Windy Cormar = Hersacreft Road P33 ZDE Callback Menday Z Waak 13/DEf2013 "T

The Create care home page opens.
3. Enter the name of the care home.
4. Select all that apply of Nursing home, Residential home and EMI. You must select at
least one option.

Home delivery ' NHS Supply Chain [N 20

Patienes  Crders  Preseriptions t aports Mre Jane Peck Help Leg our
f.:FE' 3':& care |-I:,l|_“-I'E‘ CHARITIES & HOSPICES [TST/ZE]
Details Hokes

Care home information

Home name Sleepy Hollow [Manual]

Mursing home | | House no Plaaze erntar a port code  «

Address line 1

Rasidental homa [
Addrass lina 2
EMI I}
Town
Ermail addrass
Caunky
Talaphans na
Post code Lockup
Fax ne
Delivery information
Warahousa Coda 933 Calivary Day Loading... -
Dristrict ZE Lask Dalivery Date = B
Req Point Hext Delivery Crate
Prascription typa -- S@lact a valug -- - Dalivary Fraquancy -

5. Enter the address of the care home either using the post code lookup or manually.
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To find the address using the post code lookup:
a) Type the postcode into the boxes at the bottom of the address block (see image
overleaf).
b) Click Lookup.

Create care home CHARITIES & HOSPICES [TST/ZE

| Details | | Hobes |

Care home information

Hama nanms slaapy Hollow [Mamual]
Murging horms Houie no Plaass antar & poit cods -
Ragidentizl hame o address line 1

EMI I Addreszs line 2

Town
Ermail address

Counky

Telaphone no —
Post coda NG10 SEJ Lookup
Fax no

The address is automatically completed.
c) Select the appropriate House no from the dropdown list.

Create care home

CHARITIES & HOSPICES [TET/ZE]

| Details | | -Nob.u.s.l

Care home information

Hamie nams Sleapy Hallaw

[Manual]

Wairaing b | House no {48 i
Residertal home 7] addrags line 1 Elm Avanus

fiddress line 2 Sandiacre
EML |

Tewn HOTTINGHAM
Ermail addrass

Caurty Mattingh arnshira
Telaphons na

Post code WaiD  SE
Fax no

To type the address manually, click [Manual] above the address block and type the
address details into the boxes. This should only be used when it is not possible to find
the address from its post code.

The option above the address block switches to [Automatic] when you are in manual
mode.

Record Email address, Telephone no and Fax no if these are available.
In the Delivery information section, select the Prescription type from the list:
1 Automatic means prescribed items are automatically sent following the schedule

9 Callback means that the prescribed items are available but are only sent if the
patient calls to request stock.

Delivery information
¥Warehouse Code 933

NGO

Delivery Dray Friday -
Cristrict ZE Last Dalivary Date 16/08/2013 EEE'H
Req Paint Hexk Dalivary Daks
Prascripton type dhbomatic

- Gelivery Fraguancy 1 Waak o

8. Select a Delivery Day from the dropdown list.
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The list does not contain any information until the post code of the nursing home has
been recorded. Once the post code of the address is known, the days when the
distributer is delivering in that area are shown.

9. Select the Delivery Frequency from the dropdown list.
The options available in Delivery Day and Last Delivery Date are managed by the
distributor, who will have allocated delivery days by location. An alert is displayed on the
di st r ihbmetpage for Care Homes that do not have a delivery day.

10.Click Save.

11.1f you want to make any notes about the care home, click the Notes tab. Type your note
and click Save.
A message is displayed to show that the care home has been successfully created.
The new care home is now shown in the list.

Home delivery . NHS Supply Chain [N LERY
) atisnts regcriptions  Catslogue Directory Reports  Delivery Haben Peck
'f.:ElI': 0Mmes CHARITIES & HOSPICES [TETYZE]

Post code text delivery date between
=T R e clee]
Post code PFres, type Delivery day Freguency et del, date

Eleepy Hollow 48 Elm Awvanue HWEE0 SE) Aurtomatic Friday 1 Week 23082013 -|"
Windy Comer 2 Horsecroft Road 1P33 205 Callback londay 2 Waek 1%/08/2013 Tf'

Create Records 1-Z2 of 2

Deleting care home records
You must have the HDS Customer Services role to delete Care Homes. If your trust does not
have staff with this role, contact Customer Services at NHS Supply Chain.

Care homes cannot be deleted while there are outstanding deliveries or collections or while
any patients are associated with them.

To delete a Care Home:
1. Click Directory on the blue menu.
2. Select Care homes from the list shown. The Care homes page opens.
3. Use the filter options at the top of the page to reduce the number of Care homes
displayed.
4. Click the name of the Care Home you want to delete.
5. Click Delete.
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Home delivery z +) "i NHS Supply Chain m

Patients Ordars Prescriptions Catalogue Directory Reports Delivery 2 ck Help

View care home Grove House SUE RYDER CARE HOMES [TST/VC]

| Details | | Patients || Prescriptions || Delivery charges | | Motes | | Distributor Notes || Collections |

Care home information

Home name Grove House Address (CORNWALLIS COUNTRY HOTEL &

RESTAURANT]
MNursing home Yas Rectory Road
Rasidential home No EYE
EMI Hao Suffalk
Email address Post code IP23 B8AD
Telephone no 013320340000
Fax no
Delivery information
Warehouse code 933 Delivery day Thursday
Districk ¥C Firat delivery date 04/10/2012
Reqguistion point YCo001D Next delivery date 05/01/2014
Prescription type Callback Delivery frequency 2 Week

A message is displayed either stating that the care home has been deleted or giving a
reason why it could not be.

Medical practices
Details of medical practices cannot be updated by users of the HDS application. This
information is imported automatically using a national list of GP practices.

Viewing medical practices
To view details of medical practices:
1. Click Directory on the blue menu.
2. Select Medical practices from the list shown. The Medical practice search page opens.
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Home delivery z *}“ NHS Supply Chain

Patients ©Orders Prascriptions Catalogus Directory Reports  Dalivery Elaing Sayar Halp Log out
[-‘-"p_r,: C 3| 3|'a|:ti,:e search SUE RYDER CARE HOMES [TST/VE]
Dirganis ation names Primary care bust
Suffelk PCT =l Filtar I Claar
Oirganisation mame PLT Address Post code Telephone no
ALDERTON SURGERY DE3054 Suffalk PCT ALDERTOMN HEALTH CEMTRE IP1Z3DA 01394411641
AMGEL HILL EURGEEY DEZ00S Suffolk PCT 1 AMGEL HILL IP3Z 1L D1234 TSE008
AYICENHA DEZOTD Suffalk PCT AWICEMMHA IP2Z 20K D1953681303
BARRACE LANE MEDICAL PRACTICE DE305% Suffolk PCT BARRACK LAME MEDTCAL CTR.  IP1 3MGQ  D1473 252827
BARRCW HILL SURGERY DEI611  Suflalk PCT BARROW HILL SURGERY IP27 5D 01284 810330
BILCESTON HEALTH CENTRE DEI0N0E  Suffolk PCT THE HEALTH CEMTRE IPT TEX 1449 740254
BOTESDALE HEALTH CEMTRE DEI033  Suffolk PCT THE HEALTH CENMTRE IP2Z 1IDW 01379 898295
BURLIMNSGTOM R3AD SURGERY DE3008 Suffolk PCT BURLINGTON ROAD SURGERY IP1 ZEU D472 2118681
BUTCHERSE LAME SURGERY DE381& Suffolk PCT BUTCHERS LAME EURGERY E010 3062 017aT211821
CENTRAL SURGERY Dez048 Suffolk PCT CENTRAL SURGERY IP11 TOT 01394 282197
CHILD DEVELOPMENT CEMTEE ¥OO&eST Suffolk PCT HOSPITAL ROAD IP3Z2 3NT D1Z34 TT5003
CHRISTHMAE MALTIMGES SURGERY DE3021 Suffolk PCT CHRISTMAS MALTIMGS SURG. CBS aHF Dl440702000
CHURECH FAREM SURGERY DEZ03E Suffolk PCT CHURCH FARM IP15 SEE DLITIE452027
CLARE GUILDHALL SURGERY DE30TE Suffolk PCT THE GUILDHALL SURSERY COIDBMNY Q1787 2TVIEF
CLEMENTS AMD CHEISTMAS MALTINGS SURSERY DE3I01Z Sufalk PCT CHRISTMAS MALTIMNGS SURG. CBRAHF 01440 703493

Records 1-15 of 85 | Page 1 of 6 FRERERCE- I

3. The list of practices is very long, so use the filter options at the top of the page to reduce
the list:
1 Type all or part of the Organisation name or Postcode to see only those practices
that have matching details.
1 Select the Primary care trust to limit the results to those practices belonging to
the selected trust.
Click Filter to filter the list. Click Clear to see all practices.
4. Click the name of a practice to see its details.

; T VR
HDIT!E‘: dE.‘H‘u’er}’ z +"rl NHS Supply Chain m

Patients Orders Prescriptons Catslogee Directory Reports aine Sayer Log out

View Medical practice SUE RYDER CARE HOMES [TST/VC]

Medical practice information

Lesd Mame= ABBEY WOMENS CLINIC Jrganisation Code EBL&TL
Addrass 2 ELDON SQUARE PCT
READING
BERKESHIRE
Pogt Code RG1 4DP
Telephons Mo D1le 9352322

View patients | | Tramsfer patients Back

Viewing patients of a practice
You can view all patients belonging to a particular practice and from the list displayed can
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identify those overdue for reviews, and create prescriptions and emergency or ad hoc
orders.

To view patients of a practice:
1. Access the practice record (see‘ Vi e medicagp r a c ton pages26).
2. Click View Patients.
The patients belonging to this practice are listed.

Home delivery 4 NHS Supply Chain ALY
isnts  Orders rescriptions  Catsloguse Virecror s Efaine Saysr Help Logout
View Medical practice SUE RYDER CARE HOMES [TST/VC]
Medical practice information
Laad Name ABBEY WOMENS CLINIC Organization Code KE1671
Address 9 ELDON SQUARE PCT
READING
BERKSHIRE
Post Code RG1 4DP
Telephone No 0118 9352322
[ Hide Patiants l ’ Transter patients [% | Badk
Patient name Date of NHS number Address Post code Contact no b
birth delivery
44 Falvay Brooks 22/08/1979 16 Ashover Road ALFRETON DESYS &FF 11/02/2010 ,g', +
Records 1-1 of 1

See' Und e r s and nsiohg thedistof p a t i enmpage 29 for an explanation of the icons
and the actions you can take from this list of patients.

Ifthep at i &M grdctEe is not known when a patient record is created, an* u n k nGPw n
p r a c ts assignéd. Identifying all of the patients assigned to that unknown GP practice is

a useful data validation tool, and each p a t i eeootd ‘cam be accessed to set the correct
practice when it is known.

Viewing, creating and amending patient records
Patient records can be accessed from many places within the application. Anywhere you
seeap at i mame forging a link, you can click it to openthatp at i escotd’ s
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Finding patients already registered on the HDS system
You can find patients already registered on the system who are:
1 Registered with a practice (see Q Viewing patients of a practicei on page 27)
1 Assigned to an assessor (see Q Viewing patients assigned to an assessori on page
17)
1 Living at a particular care home (see ‘Q Viewing details of a care homei on page 21).
1 Patients whose records you have recently accessed:
a) Select Patients and then Recent patients from the menu. A list of recently accessed
patients is shown.
b) Select the patient whose record you want to open.

Home delivery

Drders  Prescnptions  Catalogee  Ddrectery  Reports

ZE{TST CHARITIES & HOSPICES - o

You can also search for patients if you know some of their personal details (hame, date of
birth, contact number, NHS number and postcode can all be used to find a patient).

Searching for patients
1. Begin your search from:
The Patients menu — select Patient list to see a list of all patients registered in the trust
you are currently associated with.
The Patient search option at the bottom of the home page to search for patients across

all the trusts you can access.
NHS5 Supply Chain m

Peck Help Log out

CHARITIES & HOSPICES [TST/ZE]

=re Home delivery servios frormn NHE Supply Chain

Curran iy assignad rolg

SUFTIANI® Dt of birth Contact no WHS numbar  Post oode

Chaln 2005 - 2013 (Harrow, Wida) 25/08/2013

If the filter options are not visible on the Home page, click the icon on the Patient search

bar.
2. Type the criteria for your search into the boxes using the table below as a guide.
Using these searchopt i ons ... Finds..
Surname, Forename, NHS Number and Patients whose names, NHS number or
Postcode Postcode contain the text entered.
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Type allor partofthepat i ent ' s For example, typing Gre, ree or een in the
surname, forename or post code Surname box finds a patient whose surname

is‘ Gr e@redlsofinds‘ Gr e s hhea also ,
finds‘* G u mt anceeen also finds
‘Greengage’

Date of birth Patients whose dates of birth exactly match
Use the calendar control or type a date the date entered.

of birth as dd/mm/yyyy.

Contact number Patients whose contact number exactly

matches that entered — no additional or
missing spaces, hyphens or other characters

Status of either Act (active) or Sus Patients who are currently active or whose
(suspended) deliveries have been suspended (for
Only available on full listoft r ust 0 s example, they may have been admitted to
patients hospital).

3. Click Filter to display a list of patients who meet all the criteria you specified.

Click Clear to clear the boxes and return the list to its default state:
1 The default state is empty for the search on the Home page
1 The default state is a complete list of patients in the trust if you started from the
All patients option).

Understanding and using the list of patients
From this list of patients, you can:

il
1

See which patients are overdue for a review by looking for the s icon to the left of the
pat i pame.’ s
Click the patient’” mame to open the patient’ secord (see ‘Viewing a patient’s record’ on

page 30).

See care home details (for patients living in one) by clicking the Care Home icon ™% to
open the View care home page (see* Vi e detaitls@f a care h o men page 21).
Go to the Prescriptions page to create a prescription for the patient by clicking on the

New prescription icon o (see’ Cr e apir g c r anpage 46)n ’
Go to the Create emergency or ad hoc order page (see ‘Creating an emergency or ad

hoc o r d @nmpage 58) by clicking the Emergency icon *—".

Viewingap at i eootdo s
Viewap at i escotdbyseither:

1
)l

Clicking a patienti s name anywhere it is displayed as a link.
Selecting the patient from the list of Recent patients (available from the Patients menu).

Ap at i escotd’cansists of a number of pages, shown below. You may not be able to see
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all of the pages, or have access to the options at the bottom of the page as these depend
on your role and access levels.

NHS Supply Chain m

Patiwssy  Ordern  Presc Directory  Beporen Delivery  Trust notes [a} al Pack Help Logout

View patient "Lamb Simon' CHARITIEE & HOSPICES [TET/ZE]

[ Fatert | [ Clinicad | [ Hotes (1} ] [ Calivery Notes | [ Prescription | | Pending orders | [ Delivered orders | [ Collections
Patient nformation

TO BE PFENED BY ADDRESSEE OMLY

Tl Salutatam Cobairval Gamdar Mala

Frdanama Sirmam Crata af birth 28/08/1971

Stabus Dischargad Surfame Larmh

Coantact Ao Additional contact na

Hurie, a8 aidar Jehim Smith HHE Furmibie tasbatatld

GP practics ANDOWVER :'R.IHLRN' CARE CENTRE OOH, ANDOVER WAR MEMO® AL COMMUNITY HOSPITAL CHARLTON
ROAD, ANDOVER

Delrvery mformation

Calivety addiaia

ouge na (5] Homa delivary Yas

Addrass line 1 Diowmning Close Cialivary day Wadneaday
Addrean line 2 Dl iveny routes DHL Weekly wed
Town BURY 5T, EDMUNDS Coalivary location ZEIDOZ

Caunty cuifalk Bag poant FEEO03

Pout code 132 THU

Pra dalivary SMS aurmbar Poat dalivary SMS Aumibsar

Active Ko Active Ka

Post delivery SMS contact

Address information

Ak delivery address Home sddress
House no House no
Addrass line § Address ine 1
Addrass line 2 Addrass ne 2
Tawh T

Counky Cawnky

Past code Past cods

Plain packsgeng Ha
Delivary netructione Cther [Flases spacify in sdditionsl informaticn)

Additional infermation  leave at dacr, will be slow ta the dear

|Edll.| |'.' wils amargancy of adhoo :'l.'--l |T-- n'--l a Back '“_-1 —_

1 The Patient page shows the patient’ basic demographic details, including delivery and
alternative addresses —see* R e ¢ o patiantrpgrsonal d e t aon page’33 and
‘' Recoanddn g smspage 34 for information on how to edit these details.

1 The Clinical page contains information about the patient’ sext of kin, cultural
background and communication requirements or preferences and a clinical summary of
thep at i eonditibns-see‘ A d ddlinicg details and further demographic
i nf or noapageddfor more information.

1 The Notes page contains notes entered by assessors and administrators about the
patient, including details of contact with the patient —see* A d danotgtoapat i ent
r e ¢ on mhge 39 for more details.

1 The Delivery Notes page (if present) contains information recorded by the distributor; for
example, the reason for a delivery failure may be recorded.



NHS

Supply Chain

1 The Prescription page lists prescriptions for this patient.

o0 To see full details of the prescription and make any necessary changes, click the
Prescription name.

o For callback prescriptions (where the products are only dispatched if someone
confirms they are required), an icon indicatesthe p r e s ¢ r istatds iara mores
details are shown if you hold your mouse cursor over the image.
= The prescription is* ohno |-ao callback within the normal time frame
& A callback is expected
1 A callback has been received

The Pending orders and Delivered orders pages show details of orders that are
expected or have been delivered respectively. You cannot enter any information on this
page.

The Pending order page may contain details of orders that are awaiting authorisation
and may contain information if assessors are given a financial limit.

The Collections page shows details of any collections of products that have been
arranged from this patient.

At the bottom of each page are a number of options:

l

Edit enables you to make changes to the information on the Patient, Clinical and Notes
pages (these are the only ones you can edit — see "Amending a patientr e ¢ con mhde
38 for more information).

Create emergency or ad hoc order takes you to the emergency order page (see

‘* Cr e ah amergency or ad hoc o r d enrpage 58).

Transfer enables you to transfer the patient to another district or delivery route.

The Excel (@ ) and PDF () icons enable you to export the patienti s information in a
format that can be opened in a spreadsheet (such as Excel) and as a PDF (which can
be printed and used when reassessing a patient).
0 The Excel option only shows information from the Patient page.
o The PDF option includes information from the Details, Clinical and Prescription
pages as well.

Registering a patient

To ensure that orders are not duplicated and to contain costs, it is essential that each patient is
only registered once on HDS. If a patient moves address, he or she can be transferred,
maintaining a full history.

Registering a patient creates a record for that patient that contains basic demographic details.
To add more information to thatp a t i eecotd, ysu must edit it (see* A me n d patiegt
r e ¢ wn mhge 38).

To register a patient:

1. Either:
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1 Select Patients and then Create new patient from the menu.

patients.
Home delivery [ 7 ea [\/HS

Orde - 3 wiz Logost

Patients

CMARITIES & MOSPICES [TST/ZE]

Date of birth Conlact o NHS number Post code States

! 9 Act/Sun

“

Patient asme D:.:h’" NHS nwmber Address Post code  Contact o d:l:::rr
oz Bear Jorhay 01/01/198% Windy Corsar 3 Morsecrsit - 1933 208 ot
o2 Gsan #hi L 2000271965 windy Corser 3 Horsacrelt . [P33 206 01924 328725 02092013 o™
Green Araade £ 25/07/1932 12343467890 Sleupy Hollow 48 Elm Aven.. NO10SE! 01185 123 4567 ot
yg Lamb Siman WON1I5Ts 88 Deaning Clase BURY ST [P32 THU 2102/2013 o®
“ Passmorn Victor 1O/10/1987 1 Ol Dairy Yard College Se_ 1P33 1NH ot
Parienta Test znas? {(XYTABCDE GHIML NOPQ. CFRZ 1AA

Taar Janes INI2AGTT 6045366378 7 Glede Screar CAERPHILLY CFB3 8AD

2. Enter basic information about the patient (Surname, Forename and Date of birth) into
the page that opens to check that the patient is not already registered.
1 You can enter full or partial names.
1 You can enter the date of birth either using the calendar or typing it manually in
the format dd/mm/yyyy.
3. Click Lookup.

WHA Supply Chain m

b Lag o
Create new patient CHARITIES &HOSPTCES [TST/ZE|
Sumams draan

Fargnama L

st of birth [t

You can choose to Skip the lookup, but this is not recommended.

Any patients whose details match those you
Home delivery

gave are displayed.

HHS Supply Chain m

Halp Logeut

Partarss  Ordwrs Prazenptions Catalegea  Dirsceary

Craate new patiant CHARITIES LHOSEICES [TSTIDE]|

Bumsme Sreen
Farenama Eranda
Catm of birth DAFLIAARIT izl ﬁ

[Cosag]] [Svin]

Patisnt ks Drate OF Birth

ek m Aanabel RO EFIT

Click. hars to corfinus
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1 If you think an existing patient may be the patient you are looking for, click the
p at i samé to go to that record.

1 If you still want to create a new patient record, click Click here to continue.
The Create new patient page opens.

Recording patient personal details
Record the p a t i pensonal sletails in the Patient information section at the top of the
page, selecting from drop-down lists or by typing information into a box.

o NHS Supply Chain m

Create new patient CHARITIES & MOSPICES [TST/2E]

Patient information
TO BE OPENED BY ADDRESSEE ONLY
Tele/Salutation | == Select a2 value -~ WV Gender <= Select a value - V
John | Date of birth 01/01/1916 | ®
urname Smith | Status Active
Contact no Additional contact no
Assessoc v NHE number

GP practice | Vi
R o i = s S U e e R S O O R

1 Forename, Surname and Date of birth may already be completed if you entered them
when searching for the patient (see example above). Check they are correct and add or
amend as necessary.

1 The Status for new patients is automatically set to Active.

1 The Contact no and Additional contact no may either be the patient’ telephone
numbers or those of a relative.

1 The Assessor is the person who has determined that this patient requires products from
HDS - select from the list.

1 Check the NHS number carefully ‘Eit used to identify this patient throughout the NHS.

Select the GP practice with which the patient is registered.

1 If the patient is registered with a GP practice in your trust, select the practice from the
dropdown list.

9 If the patient is not registered with a GP practice, or you do not know which practice,
select Unknown GP practice — the top entry in the list.

1 If the patient is registered with a GP in another trust, click the + button to the right of the
dropdown list. This expands the GP practice area to include a search option and
another selection list that will be populated with search results.
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= V)=
P practice 4

ADAM HOUSE MEDICAL CENTRE, B5-91 DERBY RD.SANDIACRE, NOTTINGHAM NG10 SHZ & V]

| @nes

a) Type your search text into the GP Search criteria box (A) and click GP Search (B). All
matching GP practices are listed in the drop-down list below the search box (C).

b) Select the appropriate GP practice from the list and click Select (D). The expanded area
collapses again, and the selected GP is shown in the GP practice box (E).

This does not transfer the patient to another trust — it just enables you to record the correct GP
address.

Recording addresses

Address details are specified using an automatic postcode lookup facility. If the address you
want cannot be found in this way, someone with the administrator role can enter an address
manually (see* Re ¢ o mddlresses ma n u aoh page 38).

Patients living at home
If this patient lives in a care home, follow the instructionsin‘ De | itowaeareyn 0 men
page 35.

There are three address areas:

1 The Delivery address (shown in red in the Address information section) is the usual
delivery address. It may notbe the p a t i bome; it sould, for example, be a relative
who is normally able to receive the delivery on behalf of the patient.

1 The Alt delivery address (in the Delivery information section) should be completed if
possible as it will be used if the main address is not available (for example, if no one can
receive the delivery because of holiday).

1 The Home address is the address where the patient would be assessed. This need not
be entered if the delivery addressisthep at i home address.

To find an address from its postcode:

1. Type the postcode into the two boxes provided, using the space as the separator. For
example, the postcode IP32 6JR will be recorded by typing IP32 into the first box and
6JR into the second box.

2. Click Lookup. The House no box will contain the word S e a r ¢ h whileghe.lookup is
taking place.

3. Select the correct House no from the drop-down list at the top of the section.

Home delivery is selected automatically, and the Delivery day is set by the distributor
according to the delivery route that incorporates that postcode.

Delivery to a care home
Patients who live in a Care Home are registered in the same way as any other patient.

In the Address information section:
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1. Click the Home delivery box to clear it (it is selected automatically) (A).
The page changes to enable you to specify care home details.
Viewing, creating and amending patient records
Home Delivery Service (HDS): Guidance Notes (version 3.1) 36

2. Select the Home name from the drop-down list (B).

Address information

Cars home

Heme name Steepy Hollow |G @ Home dalvary O] Q

Address line 1 48 Elm Avenue Dalivary dav Eriday
Address lina 2 ~
Care home service type Hone W
Town MOTTINGHAM
County Mottinghamshire
Past ende MNG10 5B
Prae calivery SMS number Post delivery SME number |
Active Active

Post delivery SMS contact |

The address details for the care home are shown for you to check that you have chosen
the correct one.

Other addresses are not required for patients living in care homes — there will always be
someone to accept a delivery.

3. If the Care home service type has been set to one value, it is displayed automatically.
If the care home is registered with more than one type, you must select the appropriate
type for this patient. For example, a home may be registered as both EMI (elderly
mentally infirm) and Nursing home.

If the Care home service type has not been set at all, None is displayed. Please contact
Customer services (either within your trust or at NHS Supply Chain), who will record the
correct type against the Care home.

If you choose to record a home address for the patient, follow the instructions in
‘“ Pat livengdt s o men page 35.

Recording a number for pre- and post-delivery SMS messages
You can record a number — usually a mobile phone number — to receive pre- and postdelivery
SMS (text) messages.

Although the numbers can be recorded now, selecting Active does not enable text messages.
This is preparation for a future service not yet available.

Providing delivery instructions
Many of the options in this section are not applicable to care home deliveries.



NHS

Supply Chain

The Delivery instructions section at the bottom of the page enables information to be recorded
that is included on the delivery documentation, as well as specifying how the delivery is to be
packaged.

1. Select Plain packaging if the patient requires this option.
Not available for deliveries to Care Homes.
2. Select an appropriate delivery instruction from the list available.
1 If Leave with neighbour is selected from the list of delivery instructions, Plain
packaging is automatically selected but can be cleared.
1 If Leave with neighbour or Other is selected, Additional information must be

provided.
1 If Contact control tower is selected, Confidential access information must be
provided.
3. Record any Additional information, for example “ K n doudly as patient is hard of
hearing”.

Delivery inptructicng

oal irformartion

Delivery instructions and Additional information are limited to 80 characters in total,
including a space, a dash and a space to separate the two pieces of information. This is
the maximum that is visible to the driver. If None or Other is selected as a delivery
instruction, then Additional information is limited to 80 characters ( * N oande 'Ot lare r ’
not printed).

4. In Confidential access information, enter the access code if Contact control tower is the
selected Delivery instruction. A maximum of 80 characters can be entered.

This information is not visible to the driver. If the delivery instruction is to Contact control
tower, the driver will contact for the code when needed.

If the Delivery instruction is subsequently changed without clearing the Confidential
access information field, the field is disabled but any information it already contains is
still visible.

Creating the patient record

Click Create new patient to create the new patient record. This may take a few minutes,
but on completion a message is shown indicating that the record has been successfully
created.
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Home delivery e N HS

g Catalogus  Dirscrerp  Reporte  Dalasry Mre Sarsh Pack Hel  Log out

cheraE

CHAERITIER & HOSPICES [TST/TE|

Trlersakfwtion Mg UL It Fariale

Bumarma Araars Daka of birth LB P BT b

Recording addresses manually
You must have the Administrator role to enter addresses manually.

You can switch between manual and automatic address entry by clicking on the option that
appears to the right of the address heading.

1 If you are currently in ‘automatic’ mode, [Manual] is displayed.

1 If you are currently in ‘manual rhode, [Automatic] is displayed.

Dalivary sddresr _.- [Manusi]

Hesugw o Unit Ta Progoss ®ay - Haorres delmsn o

1 After clicking on create new patient the update will take a few moments as the system is
validating all the entered data, after which the following screen will be displayed.

Amending a patient record
If you want to add clinical or other details to a patient record, you can edit it.

Toeditap at i eecotd, ckck Edit at the bottom of any page in the record.

The display changes to show only those pages you can edit:

1 Patient 'Eedit the information on the Patient page using the instructions for adding a
patient (see‘ Re g i sapeartii oagnage 32). The information on this page is primarily
contact and delivery detalils.

1 Clinical 'Ethis page contains further demographic information (such as ethnic group),
carer details and clinical information. See below for guidance on completing this section.

1 Notes 'Esee ‘Adding a note to a patient’ secord’ on page 39.

If you have the HDS Enquirer role, you can add notestoap at i eecotd atany time —
without needing to select Edit.

Adding clinical details and further demographic information
The Clinical page is split into three sections:
9 Patient clinical information holds ethnicity, language, carer and next of kin.
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91 Clinical information holds basic clinical details about this patient, including discharge
details (see* Di s c hap agti iwegpage 42) and date of death (see* Rec othéd i n g
deathofap at ioe page 42).
1 Patient reviews enables you to specify review dates for this patient.
Home dE’:"‘UEI"‘y’ S NHS Supply Chain m

Patiargn  Ovdwrs  Boaocrptions Setalogus  Ceractory Bwports  Dwlwary

Smend patient Anderson Amelia SUE EVDER CARE HOMES [TSTvE]

Fatisrtt | | Chnical | [ Motar

Ethwiez graup Britiih - Blasch - st of kin ralabssrdhip  Aaletha
Langrangs English - Maxt of kin nams John Ardeszcn
Irtarpewtar raqgidred Fas® af kin conked na OLLS 433456
Carar Aama Jahn Bndarion Fommar Surname Jachaion

Carwr corkact reo 011= 123434 Additicral foranems

clinical tyes Eideriy - Foaferral date NZ1A2013 '"li
Clinical cond®ion Shrl 5 U e - Digcharpe dabe FE F
Favime Panc Bafadt (12 montha) - Bischargs resson
Decanced date B
e
Thare are ne tem e ta digpley

Byrsarman k duts i ﬂ Arrany o

Addinganotetoap at i eootdd s
People with any HDS role (including Enquirer) can add notestoap at i escotd’ s

Information about the patient can be recorded on the notes page. A number in brackets on the
tab shows the number of notes available.

To add a note:
1 If you have the Enquirer role, simply type the text into the large box area.
1 If you have any other role, click Edit and then type into the box that appears.

Click Add Note. Your name andt o d adgté ase recorded automatically. A message is shown
confirming that the note has been added.

W Note added successfully

You cannot change or delete existing notes.

Changing delivery day
If youchangeap at i Bdiitery Bay (on the Patient page), any prescriptions that are
amended to accommodate the change are listed.
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Home Delivery s Supply Chain [NLERY

v Orders Praserptisns  Cataleges  Directary  Dalisgey Elann avar  Leg aut
amend patient Evans Johin MAHCHESTER MEMTAL HEALTH F&RTHERSHDR [TST/Ma3]

Tithas' S al stz Hr. Handari L

Surnsma: Evany Ciats of Berth: 0L/01/190%

Presious next dellvsry dats Mo naxt delivery date

b BREESHP V50007 RN T
----- 12022007 ESDZ300T
il ZEMEZ00T QIAH0T
ratwpilic FEAOIZO0T SE0AfTODT
an cEher temt 26022007 o0/ 00T
Jaiie 3 Tasn ZENFETO0T DI0AR0T

Patezrt 'Evans John' saved successhully
As & result of the delivery day being changed for this patient, the sbhove prescriptons mere stometically amended

Recording reviews
Patients are regularly reviewed to ensure that they still require the products that have been
prescribed and that those products are meeting their needs.

To record a review:
1. Findthep at i escotd argl click the Clinical tab.
2. Click Edit at the bottom of the page.
3. Click the calendar alongside the Assessment date box and select the date that the
review took place.
4. Select the name of the Assessor from the drop-down list.
5. Click Save changes. A message is displayed if the record is successfully saved.

If you have access to the reports, you can identify which patients are due for review and print a
review form for each of them. See * P a t reagsessmentr e p orrphage 67.

Transferring a patient
If a patient moves from one trust to another, he or she can be transferred.

To transfer a patient to a different district or trust:
1. Click Transfer at the bottom of one of the pagesinthep at i escotd’ s
1 If orders exist that have not yet been delivered, the patient cannot be transferred,
and an error message is shown (see example below).

Home Delivery z ‘) : ', NHS Supply Chain m
Paserts Ordert Prascnptions Catalegae Oirectary  Raports  Oelivery Elane 54

v Hilp Lagow

SUE RYDER CARE MOMES [TET/YC)

1 If there are no outstanding orders, the Transfer patient to a new district page
opens.
2. Select the new district from the dropdown list.
3. For patients in their own homes, select the new delivery route.
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This list is populated automatically based on the district selected in the previous step.

If no delivery routes exist for the district that the patient is being transferred to, the
patient is transferred with a statusof* s u s p e hhd p d@ t i. eecotd ‘cas then be
updated by the new district and a delivery route agreed with a distributor.

Home delivery 5]} NS Supply Chain  [NLERY

Patiarer  Cwdarr  Presoriptions  Cw ck Malp Leqgaw

Transfer patient to new district

Aird gou FunE podd wieh o bransfar patient ‘Al Andarean’ to snathas O o
Digtrict to branafer the patisnt o - Galect & ealus — -

[ealiviry Fota bo ranhifer the pabeast o - Balact & vilua - -

For patients living in a care home, the option is given to transfer the patient to a new
care home.

Select the appropriate Care Home service type from the list.
4. Click Confirm transfer.

A message is displayed confirming that the transfer has been successful, and the following
changes are made:
1 The requisition point in the warehouse management system for the patient’s original
delivery point (unless the patient is transferred from a nursing home) is deactivated.
1 Patient, prescription and order details are transferred to the new district, and a new
requisition point is created in that district (unless the patient has transferred to a care
home).
Clinical information, review date, and previous order history are transferred.
The ‘reviewed by’ person is set to the username of the person transferring the
patient.
The nurse assessor is cleared.

il
Home De“Very z m : NHS Supply Chain m

= =

# Orders Prascriptions C logus Virecto aports  Delivery

r Halp Log our

View patient Hanoock Bo SUE RYDER CARE HOMES [TST/VC]

Patient 'Bob Hancock' has been successfully transferred to 21/TST BOLTON HOSPITALS NHS TRUST

Click here to return to the patient list

Discharging a patient
To discharge a patient, you must change thatp a t i status ans set a discharge date and
discharge reason.

1 The patient s’Status is set on the Patient page in the patient record.

9 Discharge date and Discharge reason are set on the Clinical page.
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You must complete all three pieces of information before you can save the record.

Recording the death of a patient
A patient death can be recorded in the individual p a t i eeeotd orsvhen confirming the
callback information for a Carehome (when multiple deaths can be recorded simultaneously).

Recordingadeathinthep at i escotdd s
To record the death of a patient:
1. Changethep at i &tatdstoDeceased on the Patient page.
2. Enterthe Deceased date onthep at i €lmital page using the calendar.

Recordingap at i datetof death deletes the associated requisition point in the warehousing
system. If you change this information and reactivate the patient record, a new requisition point
is created.

Recording a death when confirming callbacks for patients in care homes
The Care homes callback checklist report may show that one or more patients have died.
These deaths can be recorded using the Manage Care homes Delivery page.

1. From the Directory menu option, select Care Homes.

2. Find the appropriate care home in the list.

3. Click the Manage delivery icon to the right of the Next del. date column.
The page enabling you to confirm delivery for that particular care home opens.

4. Select the patients whose death you want to record using the checkboxes to the left of
their names (or select the checkbox at the top of the list to select them all).

5. Click Decease Patients.
You are asked to confirm that you want to mark selected patients as deceased.

6. Click OK.

The patients recorded as deceased are immediately removed from the list.

The following changes are made to the records of the patients who were selected:
1 Their Status (in the Patient Information section of the Patient page) is set to Deceased.
1 Their Deceased date (in the Clinical information section of the Clinical page) is set to the
day that the death was recorded.
1 A note is added to the deceased patient’'s Notes page: “Marked as deceased during
care home delivery confirmation.”

Managing prescriptions
Prescriptions specify the products to be delivered to patients, including the quantities,
frequency and delivery days of items.
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Viewing prescriptions
1 To view all prescriptions for your trust, select Prescriptions and then Prescription list.
1 To view prescriptions for a specific patient, select the Prescriptions page inthatp at i e n
record.

A full list of prescriptions is displayed, with boxes at the top of the page to enable you to filter
the list:

1 Type part of a prescription name in the first box to see only prescriptions where the

name contains that text.

1 Specify an earliest and latest delivery date to see only prescriptions due for delivery
between those dates.
Type an NPC to see only prescriptions containing a particular product.
Select a status to see only prescriptions with that status.

E

Home delivery ' NHS supply Chain (AL RY

Patients Orders FPrescrgoons Catalegue Directo orts HDS-Internal Peck Help Log out

Prescriptions CHARITIES & HOSPICES [TST/ZE)

Prescription name Next delvery date between

i R il Al - Ciear
Al
Net held
Prescription name Patient Prescription type Lastdelivery date Nex QL ERR. Lines Qty Value
| Hald - Deceased
Test 444 Simom Lamb Agromatic 25/0 Held - Discharged 2 5 £402 9
Held - Suspended
caliback Sally Gamble Callback 03/0 1igld - Prod unavailable 1 3 42557
| Hald - Delivery failed -
P d ~ =
2ds 3nd Pantz Philig Gibson Caliback 17/0 Veld » Callbatk missed ; 2 9 #1575
Test 44 Harry Gamble Caliback 11/0 Held - No active products by 1 35 £63.80 °0
|Held - Prescription invalid
callback John Babeock Callback 18/08/2015 1500 yald - Patient In Hospital i 3 £1806 0
auto Jshn Babesck Avtomatic  20/10/2018 27/4| Caliback panding 1 2 (rae
Callback confirmed
B Auto washable Jehn Babeack Autsmatic 20/10/2015 27/10/2015 1 week 17 £6636
Washablas John Babecock Callback 18/08/2015 02/02/2016 24 week 1 6 £1338 8
Create prescripbon | Records 1-8of 8

You can combine filtering options to reduce the list still further.

When viewing a list of prescriptions:
1 Click the prescription name to open the prescription to check details or make changes.
0 You can see when the prescription was created and authorised, and who
delivered the items listed on it.
o To make changes, click the Edit button. You can change the Prescription name,
Cycle length, Next delivery date and the products and quantities to be delivered.
See Cr eapir g c r (begow)itoaunderstand how to enter the information.
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Home delivery YL - NHS Supply Chain  [A L Y

Parignrs:  Owders  Presoriprions  Comalaque  Dirkcmary Rapists  Diliveny MW Barah Per Hidp  Log ear

VWiew prascription | |_|| t-tirme panke CHARITIES & HOEP1CES [TETZE|

Prescription information

Praicripkion nafre Hight-tirme part Cyda lamgkh PR

Eatisnk names Arnabal Graen Last dalivary date

B soniphion tipae A toernatic Haxt dalivary date I0F12r2013

Lare homa: Slespy Hallow Ealivered sim BHL Zupply Chan
Crapted CLIME Z0A0F301F 184353

Aubheridad PECES 21/12/201% 12:04:14

Current  Lina Lina

Uil Issise  Pricing Daily Reg  Oycle Reg Dwersthc Ovorsth Oty Vahse

Fioa atiany pants for usa with gads with
shartar o Eurah AGE papts camieet Supar
sl Euron Hae Cemlon 12210051
OHTEX LTI [ HOME DELTVERY) & &

CFP 094 Pack af 3 1+ 208 z ] z [ 6 E12.36

1 Click the patient’s name to open the patient’s record.

1 Place your mouse cursor over an icon to the far right of a prescription to see a message
about it.

1 Create a prescription (a Create prescription button is shown at the bottom of the list if
you have the Assessor role).

Creating a prescription
You need the Assessor role to create a prescription.

To create a prescription either:
1 Select the Prescriptions tab and click Create prescription.
1 Click Create prescription at the bottom of the list of current prescriptions.

A blank prescription form is shown.
1. Inthe Prescription name field, type a name for the prescription.

This name should be clearly understood by your colleagues.

2. Select the Patient name from the dropdown menu.

This must be selected first, as the available delivery dates are calculated based on the

geographic location of the patient.

3. Select the Prescription type from the dropdown menu.

1 Automatic prescriptions are delivered regularly without outside intervention.

9 Callback prescriptions require a patient, patient representative or Trust staff to
confirm that the items are still required. The number to call is printed on the delivery
paperwork and invoice — it is free to call from landlines but calling from a mobile
phone may incur charges.

This call should be received at least 72 hours before the delivery day (for example, if
delivery is due on day 4, the call should be received on day 1).

Calls should not be made more than 10 working days before the expected delivery
date.

Prescriptions for patients in a care home automatically use the prescription type of the care
home.
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Home delivery £ - NHS Supply Chain | 1LY

Patigars  Orderd  Pragcnipions Catalogue  Deeectorny  Reparts ¥ 3 Garah Pack  Halp  Logout

Prascripticns EHARITIES B HOEPICES [TETIZE]

Prescription information

Praseription Rame Ireartinancs Padd and Pants Cyela langth I Waak -
B akisnd mame Gewen Annabel (Z90OT1932) - Lart delivary date
Dradgeriplion typa Auknmakic Ma=t dalivary dets POALEIOLE -

Curr e Lines

ML Dascriplicn Uit Ierua  Prcing Dy R Cycla Raag :::__., Owarsth by Value

Takal a [ {=H:1

‘-’.'!.J\-l I.l'.'\.r'f\-l Dalate

. Select the Cycle length of the prescription.

The cycle length is the frequency of deliveries.

. Specify the Next delivery date.

The options in this list are specified by the distributor forthep at i eegidn. s
Deliveries will not start until this date.

Dates in red are bank holidays and should not be selected unless you have a prior
arrangement with the distributor.

. The Last delivery date is the date the prescription was most recently delivered. It is
blank for new prescriptions but is populated automatically once a delivery has been
made.

pe an NPC code into the box.

Home delivery £ - NHS Supply Chain | 1LY

Patigars  Ooderd  Pradciptions  Catalogue  Deectorny  Reparts ¥ i3 Garih Pack  Halp  Logout

Prascripticns EHARITIES BHOSPICES [TSTIZE]

Prescription information

Draderiplion nama Incortinancs Pads and Panks Cyeda lamgid Z Waah -
Pakisgne nyma Graen Annsbel (39071933 Lart dulivary date
Prageriplion typa Ak makic Maat dalivary dats DOLZII0LE -
NP Dascription 4 Daily R Cyela R :::____w 'I':I‘;"‘"_,__m: :;:';::”
| *— Tatsl o g0.0o
<.1_n| ll’.-.r '|'\-|. .r\m- Lo |

Prescriptions can contain either HDS Direct products or Home Delivery products but not
both. If a patient requires both, create two prescriptions.

. Press the TAB key to move out of the box,or click elsewhere on the page. Do not click
on one of the buttons.

Information about the product is displayed — check carefully that you have selected the
correct one.

All prices include VAT.
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Home delivery ' NHS Supply Chain A LZY

Patigans rodptons  Catalegue Directery Repoms  Dalivery Mrs Sarah Pa Help  Log sat

T pLlons CHARITIES & HOSPICES [TETZE|

Fragporipkion neme Irzontinance Pade snd Panke Cycle bength 2 wWask

P atiant famae Grean Annabel (ZR0TIL232) - Last delvary date

Erazcription typs Aurboirm Rt cdaliwary daks IHLAFI0LT -

Cycle Mua 000 0 Owerstk Oty Valos
o+ CFPI101H Shaped pad absorbency band 12 Pack of 28 1+ L6 | (] ] 1] o £0.00 3
Sof ulra misd B haged pad
abzesbancy band [2 Soft uloa
mini 0 Amesds 205075
ATTEMDE LIMITED (HIE) O

Unit lssun  Pricing  Daily Raeg

Tokal o £0.00

[gava] [caneal] [Dalata

9. Specify the Daily Req (daily requirement).
The Line Qty (line quantity) is calculated automatically: it can be overwritten. For
example, if an item is provided in a pack of 28 and 5 items are required each day, 3
packs are needed every 2 weeks.
If the prescription type is Automatic and the number required for the period between
deliveries is not divisible by the product pack size, the line quantity is automatically
rounded up to a whole number of packs. The difference between the number required
and the number delivered is recorded as an overstock.
This rounding is repeated for subsequent orders until the overstock quantity is equal to
the product pack size, at which point the order quantity is reduced by one pack.

Home delivery NHS Supply chain  [L120Y

reFoAptions  Cataleque Directery  Repoms  Daelers Mrs Saras Peck  Halp  Logout
Prescriptions CHARITIES & HOSPICES [TETIZE]
Fresoipkion name Inconkinence Pads snd Pants Cpdhe length IWeek =
Pakiant rama draan Annabal (ZS0T71232] - Lait dalivary dats
Brapcription typs Aarba e Hawxt daliuary date L TOLE -

Unit [ssur  Pricing  Daily Beq  Cypcls Beg :f:r.& rul-::r-& H: E':If‘-

[ cFP1101H Shapad pad absesbuncy band 12 Pack of 28 1+ 1,44 5 T 14 @ 3 £4.38 3
Sl ulera mial 0Shapad pad
abierbancy hand 12 Soft ultra
mini O Atands 205075

ATTEHDS LIHITED (HE-E) 5

| Tatal 3 4,38

Save Cancsl Cialats |

10.Click Save to save the prescription.
If a minimum prescription value is set for your organisation, the total value of a

prescription must exceed this amount. Either increase the quantity of products or the
time between deliveries.

%) Tour prescription value does not meet the minirmurm of £10.00. Please increase the cycle lenagth or add more products,
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Finding catalogue items

If you know the NPC of a product, you can type it directly into the boxonthep at i en't
prescription. If you do not know the NPC code, you can find it by searching the catalogue.
Once you have found the code, you can add it automatically to the prescription.

S

To find a product in the catalogue:
1. While creating or editingap a t i praestriptien, click Catalogue on the menu.
The Product search page opens.

Home delivery [l
ptions ‘-aii‘:.g

Catalogue

Prescriptions

1 On the left are boxes for you to enter search criteria.

1 On the right is information about the prescription. Click the plus sign () to see
details.
2. Type some text relating to the product into the first box.
3. Select what you are trying to match (All, NPC, MPC, Brand or Description) from the
dropdown list.
4. Select the type of product you are looking for:

1 Home delivery products are delivered by the distributor.

1 HDS direct products are delivered by the supplier directly tothep at i bBome or s
to a care home. These are likely to be products that the patient requires less
frequently.

5. Click Search.

Home dE”‘u’EI"y" r * . NHS Supply Chain m

Halp  Log au

aduct search SHARITIES L HOSPICES [TETZE]

B pisnky &l w | Homa daliver Saarch & Your praforipnn Comging 1 Enes

A list of matching products is shown.
6. Find the product you want in the list displayed and click the icon on the right of the row
to add it to the prescription.
To view details of the product, click its NPC code.

Home delivery

Product search CHARITIES & HOSPICES [TETVZE]

B panta &l w | Homes dalivar Swarch & Your prafcripuan comaing 1 nes

Packaf 13 1+ 4.7

CFRPIZRATH

Abgarb et pul-up pascs 413 Teres pants digcrest mdiine. Tens 722300 554 HYGLEHE PROCUSTS (HOME o
DELINERY] O

ey g gpy PO wdults Adubts badtira pasts a-ema B 287 to 307 71 ta Tecm vaits balde S00mis P8 S HaslthcamsLed I ECE
FERERSEE w010 0m P & B HEALTHOARE LTD (HOE) & = a2 5
|:- I adins Adalts badig parns amall 30° v 32° 76 S1om white helds SO0I3 P 85 Hashhears Lid

SRk L - LI AN RBE LT LRSS Z t+1a52 O

The number of lines in the prescription increases to show that the product has been
added.
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Home dE‘“UEI"y’ - NH5 Supply Chain m

Pytienty  OF

derc Prescriptiens Catalogue Disectery Bepome  Dslery Ire Sarsh Pack  Halp Logaw

aduct search CHARLTIES & HOSPICES [TSTYZE]

P }m”p--m; darrale Ladiag comtan comfy paacs phar briel e 386 0inch 148~ 153cm whise JEOmis sbrarbancy
h b

Esch 14099
nnnnn £ 5 Haakhcars Led 300208 & &5 HEALTHCARE LTD (HEE) O )

Absarbert sull-up sarks 413 Tans cants dacrsat madion, Tens TI2500 S04 HYSIERE BROOUCTS (HOHE

7. Continue searching for and adding products.
Because a prescription can only contain either HDS Direct products or Home Delivery
products, once y o u 'added a product of one type to the prescription, the search is
restricted to products of the same type.

8. When you have finished adding products, select Prescriptions and then Create
prescription from the menu.
The Create prescription page opens again showing the new products added to the
prescription.

9. Specify the Daily Req for the new products.
The Cycle Req (cycle requirement — the number required between one delivery and the
next) and the Line Overstk (line overstock — the surplus quantity because complete
packs only are delivered) are both shown.

10.Click Save to save the prescription.

Click the information icon to the left of the filter options to see details of absorbency for various

: ads and inserts.
Absorption capacity bands and ranges

Trpiert e animm D] [ u-uln-.m]

Barad]  Abmoebaney|  Aborbescy bl Aboclarery] Ay

Mumnber  Capacity o) Capscity () "% W) punder  capacity (o) :.p..m,m]
1 [ 4 50
12 50 " 50
13 200 iss] 100
14 200 298] 100
15 300 aes] 1m0
I 430 assl  1s0
' 400 798] o0
ia Boo/ 9 00
T 1000 1248 =0
10 12m0 1a98] =0

1z 1500 1998l 200

nz 1800 2099 200
13 2100 2ass|  4c0

114 2=00 2098 400 D14 1300 AL

ns 2900 1290 400 o113 1roo 0%

400 e 2100 2499

400 017 2200 2099

400 ole 2900 3299

400 ] 3300 ETTE)

400 a0 aran 4099

| 400 B2l 4100 4499

| aon 2z 400 4093

Suspending a prescription
To suspend a prescription, you must find it and editit. See* Vi ewr agcr iopti ons
page 44.
1 To suspend an entire prescription ‘Efor example, because the patient has been admitted
to hospital — change the Next delivery date to when you want the deliveries to restart.
1 To suspend an individual item, clear the box to the left of the NPC on that line.
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NHS Supply Chain m

Py gws  Directory Reparss  Dalivery ¥ Malp Logow

Prascrif tions CHARITIES & HOSPICES [TST/ZE]

Prescription information

Frexcrption names Might-time pantc Cycla langth 2 Week
Fatiant name wor Arnabel (2% 1932) Lact dalivery date
Frescripbon type Aubo mtic . Nuxt delivery date 20/12/2013 »

Urdt Tesum  Pricing  Dally Req  Cycle Req - L‘:':"* 3:-: :’l:.
(7} 571094 Fiacian paree for use with pads Pack '3 1206 2 % z 0 6 £1236 3¢

with sheeter leg Euron net pants
comfor supar smaliFination
paras for uge with pads with
sherter leg Euron net pants
comfort supar small Earen Nat
Coméors 12210038 ONTEXLTD

( HOME DELIVERY) | D

Home dellvery ';'. NHS Supply Chain m

avent cripmans  Gatalogue  Ourectary

Patients MANCHESTER MENTAL HEALTH PARTHERSHIP [TST/MG]
Surnanme Date of birth Contact ne NHS number  Post code
Bk -ﬂ _J =
Patient name b!;:_-ﬁ:" NHS number Struwet Post code Contact no d:l:::ry
@ Applegate Doraan 14/09/192% ABBEY COURT 144 (DERBY) ... DESS 4Q)
Applegets Dorean 10/01/1978 17 Downing Cloze BURY ST, ... IP32 THU

To suspend all prescriptions for a patient, change the p a t i &tatds(os the Patient page) to
Suspended. The ' s ticop (?e ) is shown alongside the p a t i Bamé When viewing patients

Reactivating a prescription

When you return the status to Active, you must update the next delivery date for that
prescription.

If you have changed the status of a patient from Suspended to Active, a listofthatp at i ent ’
prescriptions are shown — you must select and reactivate them if you want the prescriptions to
resume.

HH5 Supply Chain m

armend patient Cruicdkshank Richard HAMIHESTEN MEMTAL HEALTH FANTHE ESHIP [TETAS]
Titha)d ol uutiani . Annde Malw

B Cruidkphard Dubs ot birth: LT/ DLL D

Fiard i ol § Euihaid Ty a— T

The Telswmg prescrgtions map ased to be reactivaled For this patient.
Tick the boxes far the prescnphons which you would Bie t5 reacysts and then dic the Weacvete pelacted precorptiard’ bation

Presenphion by Lask debverey date St delreey date Coprhe longth  Lives Gy Wabes

T callback 2 waskly Cullback ITTNIORT e L i (SR

Aantisate calaced preccrigtiang
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Deleting a prescription

To delete a prescription, you must find it and editit. See* Vi e wr a g c r iorppageddn s’
1. When you have identified the correct prescription, click Delete.

2. You are asked to confirm you request — click Delete.

Home deliven A

Fatner  Oedest Fradcr

NHS Supply Chain m

sloges Diractary Rapoenr Ol kb it F HHp  Lag s

CHARITIES & HOSRILEE [TAT2E]

3. A message is shown confirming that the prescription has been deleted, with two links —
one to take you to the prescription list and one to return youtothep a t i eecotd.” s

Home ﬁE!”'I.I'E."I"'_.f NHS Supply Chain m

Fatirms  Oolest Prdcripmedd Carilagud FRCTET My Laj o

CHARITIES @ =SOSR IIRE [TET2E]

Prasoaiption dekied seooessilly
af Cliok here b return b T Fresonpdon LS

ok here o seteem to e Fyteat's seond

Replacing products across all prescriptions (global updates)
You must have the HDS administrator role to use the features described in this section.

Prescriptions may exist for products that have been withdrawn. Often a suitable alternative is
available, and it is possible to update all prescriptions simultaneously to replace an obsolete
product with a replacement.

To update a product across multiple prescriptions:

1. Select Prescriptions and then Global update from the menu.

2. Type the code of the product to be replaced into the Product code box in the Old
product code section and press ENTER.
If you only know part of the NPC code, a list of possible matches is shown for you to
choose from when you press ENTER.
Details of the selected product are shown for you to check that you have the correct
product.

Home ﬁE'!”'l.I'E.‘I"'_.f 1k NH5 Supply Chain m

e Osleie  Prdderiptand  Cabilegas Dlrectin Ragen Hip  Lag e

CHARITIES & HOSRILEE [TETYZE]
0id produck cads
Presd et coche CRFLIAIH CFPAZiSH - Shaped pad sbadarbsrcy Eand 17 Ansmens men -

Baoa daroipkicn Zheped o#d s2aohency band 1T
Sacondarg SEEOHPEEn AR B

Brand 13 Un# of treas rig-10] Lt ]

Preduct coc

3. Type the new product code into the Product code box in the New product code section.
As before, you can enter a part product code and select from the list displayed.
Details of the selected product are shown for you to check you have found the correct
one.
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Home delivery

Hilp Loggant
obal prescription update CHAAITIES & HOEFICES [TETIE|
Pred uct cade CFRRPLEL S CFRISESH - Shazed pad sbrarbanoy bard [7 Anemini mini -
Bt dusmriphion Fheped pod abaodeasy basd 17

Sa<endury desmipicn Ansmini mini

Hrand I Urit of inpwn 10 Bag

B

il it v i HIEEIE CFPRTEHH - Shaped paid sheabaniy hand 4 Gl 5 5
Dra dasoiphon Shapsd pad ataorbercy band 10

Anendery depripien boh 5

Brend Atardn Soht Uik o maue B8 Pach Prica 1+ L

[eme]

L & UL dffarares will result in B faotor of 0,528

4 iy ik £ HHE Sopply Chain 0 MY (W ] i ia

If the pack sizes differ between the old and the new product, a message at the bottom of
the screen explains the calculation that has been performed to account for the
difference.

4. Click Preview.

Home dE”'l.l'El"jl‘ ' . NHS Supply Chain m

e Fradcriguen ke Cim Hak Lo unt

Dal pre FipElor paats CHARITRLS & WOSPICES [TOTE|

Product code CPPLELEH CPFLYLEH - Shapad ped shaorbency band 1T dnamind mini -

Bnrs decoipben Shapsd pad sheorbsncy band 17

Secendary daprripben Angmin mind

Brend i Uk ot innus T Frice
Product cods CPPL1IEH CFFLIOEH - Shapad ped shacrbency band 18 5o 3 -
Bts decoipbien Shapsd pad sheorbsncy band 1k

Eacondary darorizbsn S0 1

Erend Attendr §oft Unik of waus @ Padc Brice 14 1057

Cepniinr (bl Bnar gty P Bne ity e e o0 b

Paleesil
i

12r  Palnard Farts Wy 5 ] 940 6 TL
it
B

Larnb-Padplyria M, .14

2E Lar ] 2 paan 129,1

i Va A (el fak & AHE Supply Cha DS - AT (Maewaw, Wide] LT

1 A list of prescriptions that contain the old product are shown at the bottom of the
page.
1 If any prescriptions already contain the new product, that prescription will not be
affected by the update.
5. Optionally click a prescription name to see the full prescription.
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Prescription Information =

Lime Line
Oty Walus

Description Unit Tssue  Pricing  Daily Reg  Cycle Req

o Fization pants for uge with pads with shorter leg Euron net pants comfort super k of
CFPI094H, sl Euron Net Comfors 12210051 ONTEX LTD [ HOME DELIVERY) @ o | or 15 173323 ! 14 3 E17.7S
Shaped pad absorbancy band 1T Anamini mini 10 S0004520 ONTER LTD

CFRISISH
HOME DELIVERY) &

Bag of 20 & a4 5 £0.00

& £11F.F5

Click the X in the corner of the window to close the Prescription Information.

6. Select the prescriptions that you want to update or select the box in the column
headings row to update all prescriptions.

7. Click Perform update to update selected prescriptions.

PrascHAption Patient e line

imtrict - . . -
B Distric Marme MBI Lender Old line gty Mew line gty Did line value = Hessage
. Phil
| ZE Padz and Parts . Wale 5 3 £0,00 E£556.71
Gibzon
- S
| ZE Lamb-PadzPants Male 3 [u] £10,00 E£0.00 Mot salected for updans
Lamk

o 1 prescription updated, 1 ignored

A message is shown at the bottom of the page stating how many prescriptions have
been updated and how many ignored.

Individual prescriptions that have not been updated are shown in red and a message
giving the reason is displayed in the last column.

Managing orders

Orders are created automatically from prescriptions, and manually by creating emergency
orders.

To view orders for patients in your trust that have already been sent to distributors, select
Orders and then select Latest orders form the menu.
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Dalivary Mg Sarah Pack Halp

Home delivery

Fariants m Pra :l'rlF-rl.'ll' & [ = 7|T.'1||'||:|ul=l nlll".'r-:-l‘lr
:

B Creste emergency or adhoc arder

Raports Lag aut

EUE R¥DER CARE HOMES [TET/YC)]

Filters at the top of the page enable you to filter the list by order number, local reference, NPC,
order type, delivery status (see* St arewsss a grepage 56 for an explanation of their
meanings) and delivery date range.

You can sort the information shown by clicking on any column heading.

Home delivery [l .b Y& NHS Supply Chain [N LERY

Patients Orders Prescriptons Catalogue  Directory Reports  Delivery Mrs Sarah Peck Help Log out
Latest orders SUE RYDER CARE HOMES [TST/YC]
Drder ne  Local Fraf NPLC Dalivary ctatis Eadisst dalivary data

- - II_||_ﬁ I_ILW I-Itzll .Ic:lI

Local reference Delivery status Edrﬁe";:;: Order date Yalue
3T611H Barney Testingtws best 2 - 4 week deaff Smith Unallocsted oRf1Zf20l3 2ef11/2013 E£39.90
27610H Frad Testingona f._ Tastl - 4 waaks Gaeff Smith Unialloc ated 051220013 28f11/2013 £132.24
FT609H Betry Testingfour f vest four - 4 waek Faeff Smith Wnallocsted of1Z/20l3 2E11/2013  EBAR2
2T&608H Wilma Testdngthree '7; test 2 - 4 waek Geeff Smith Uinalloc ated OBf122013 28f11/2013 £5&.88
Z7E0TH Wilmas Testingthras L test 3 - 4 waek Gaeff Smith Unalloc ated 05 12/20013 28f11/2013 £5&,88
ITEOGH Barney Testingtws & test 2 - 4 week Geoff Smith Unallocsted o%f1 22013 28f11/2013 E£39.90
27609H Frad Tastingons f._ Tastl - 4 waaks Gaeff Smith Unialloc ated 051220013 28f11/2013 £132.24
I7581H Fred Blaggs #dhoc arder Mr Christisn Limb  Unallocsted 1871172013 08f11f2013 E15.48
375B0H E Bleggs adhoc ardar Mr Christian Limb  Unallocated 13M11/2013 08/11/2013 £36.48
27T9749H Fred Flintstons Adhoc ordar Gaoff Emith Unalloc ated 287112013 08f11/2013 £35.07
3T578H Fred Blaggs Adhoc order Geaff Smith Unalloc ated 181/2003 08f11/2013 E2&.482

Records 1-11 of 11

View details of an order
To view details of an order, click the Ref (order number) in the first column.

You can see a list of all the products comprising that order, how many were delivered, when
they were delivered, and if they could not be delivered, the reason why not (see* Del i very
failurer e a s ompage 56).

1 If an order has been delivered and a signature obtained, the word ‘Signature’ is shown
towards the bottom of the page, where delivery attempts are displayed. The signature of
the person receiving the order can be viewed by holding your mouse cursor over the link
as shown below.

1 If no signature is available, the words ‘Signature not available’ are shown instead.
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Home delivery | NHS Supply Choin  [R L

atients Orders  Prescription: Catslogue Directory Reports  Distributor  Delivery Trust motes ] Admin - Help  Log o

View order EUE RV¥DER CARE HOMES [TET/Y]

Order information

Srder number A5470H [(399531) Local referance Andrew = prescription
Patisnt nama Andrew Witharm (12027) Crder Type Autarmatic

Dalivary route: DHLireutermen (1042) Delivered via TEST Y& DHL Link
Craatad Elaine Sayer 20012010 1L2:29:04

Authorsad Elaine Sayer 20/01/2010 12:29:04

Last updated 27T/012010 14421128

DescHption

Shaped pad absorbency band 18 Super Plug Euren Micre

CquushiﬂIDEEEﬂOmuLbd[Humu Delivery) O 16 16 25/01/2010 DELIVERED E44.32
ZEZOO0H Delivery Charge HD'S Whiteleys O 1 1 25/01/2010 DELIVERED £5.55
ZEZOD2H Service Charge O 1 1 25/01/2010 DELIVERED £6,52
Tatal ES6.29
Delivery information
4 Delivery status Deliverad

Downlng Closa

Dalivary addrass BURY ST, EDMUNDE Reguasbed delivery date Z5/0L/2010
Suffolk
Tema THU Expacted dalivery dste  D1/02/2010
Mon dalivery reason Comnmants Slgnature Linadty Dalivery Timestanp
CFP405H  Delivarsd HE Commants i-_g_qw [ 2TOL2000 15:0% 42
CFP405SH  Patient not at home [unable to access) HE Comments 50 010 14,35, 2&
CFP40SH  Deliversd HES Comments S 010 1314638
CFRP409H Patient not ot hame (carded) HE Comments 50 010 122226

Badk

Status messages
Listed below are the order status updates sentfromthed i s t r iwarahbuse sysseem. These
appear in the status of latest orders and are used in the criteria for reports.

T
T

= =

In progress 1 Dispatched
Pending (usually applies to 1 Delivery failed
collections) 1 Delivered
Unallocated 1 Cancelled
Allocated 1 Picked

Delivery failure reasons
This is a list of reasons why the distributor failed to make a delivery. They appear under the
delivery information on the latest order page and are used in reporting.

T

Address not found 9 Incorrect address
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Item not loaded (3PL issue)
Patient not at home carded Patient refused delivery

Patient not at home uncarded Vehicle breakdown/accident (3PL
Driver was out of time (3PL issue) issue)

Patient deceased

Patient in hospital

= =4 =4 -8 -9
= =4 =4

Stock shortages

If there is insufficient stock of a product to complete an order, the quantity available is issued
and the rest are placed on back order with the distributor. When more stock is available, the
order is completed.

Two delivery attempts are made for each part of the order. If the stock shortage is not fulfilled
on the second delivery attempt, any outstanding quantities are cancelled: status updates from
the distributor will show the cancellation.

Status updates can be seen in the details of an order — click the Ref (the order number) in the
list of latest orders to display details of an order. The example below shows updates indicating
stock shortages.
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Patients Orders Prescriptions  Catalogue Direc Eeports  Distributor Delivery

View order

Trast nobes

Supply Chain

s supply chain [N LARY

syer  Admin  Help Log sut

SUE RYDER CARE HOMES [TET/YC]

Order information

Crder number 15447H [I99522)

Patient name CCS55 1022 19 Testpat (12169) Crder Type

Care hormea: Tast CH3 Y1 (101432) Daliverad wia
Craatad Jarmes Spibay 11/01/2010 17:07:40
Authorsad Jarmaes Spibay 11/01/2010 17107140

Last updabad 11/01/2010 1710740

escrpton

Local refarence

Presc Testpat CCEES 1022 19
Aubarmatic

TEST ¥& DHL Link

All-in-ane pads sheerbency band D17 Medium extrs plus waise gize BO-

CFQO74H 125cm Ewron Form 14326280 Onten Led { Home Delivery) 2 1o 1o 18/01/2010 DELIVERED EG8.00

cFOaTEH All-in-one pads absorbency band D18 Large ewtra plus waist size 115- o & IB/01/2010 ETOEK SHORT £101.80
155em Euren Farm 14336280 Ontay Led [ Home Delivery) O

chu?nqﬁ'I_i"'M' pads sbzorbency band D19 Medium super plus waist size 80~ 4 C 18/01/2010 ::T;tkkﬁl:g::;;:; T

© 1259cm Ewron Form 14328280 Onten Led [ Home Delivery) 2 % Dulivered '

cFQUEOH All-im-one pads abserbancy band D21 Largs supar plus walst size 115- 03 o EEN R SR O FEET
155em Euran Farm 14338280 Sates Led | Home Delivery) &
All=in=ane pads shearbency band D18 Slip regular pluz 10 medium

CFQOELH manimum waisyhip size 30-110cm odour pretection system Attends 10 10 18/01/2010 DELIVERED ET1.90
201455 Amends Limived (Hdz) O
All-in-one pads sheorbency band D16 Slip sctive B large maximam

CFQOE2H waisg'hip size 100-145cm edour protection system Attends 2013236 10 i0 18/01/2010 DELIVERED £85.60
Amands Limited (Hds) O

ZEZOO2ZH Service Charge O 1 a 180172010 IHPEOGRESS £6.32

Total £585.72

Delivery information

Test CH3 vCl
21

Dalivary addrass College Strest

Milton Kaynas
ME1 1DH

rion delivary reason

Comnants

Delivery status

Expachead deliveary date

Requested delivery date 18/0L/2010

ia/0L 2010

CFQOT4H Delivarad HE Commeants Slgnature

Cancel an order

ZEMD1/Z010 18:00: 20

If you need to cancel an order, contact Customer Services at NHS Supply Chain.

Orders can only be cancelled before they have been dispatched. You can cancel HDS Direct

orders while their status is pending.
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Creating an emergency or ad hoc order

Emergency orders are created when a patient cannot wait till the next routine delivery date.
Emergency orders can be identified by a local reference of Emergency, and the delivery date is
set to the next working day (although this can be amended).

You must create an emergency order and complete the checkout process before 13.30
(2.30pm) to receive next-day delivery. If you miss this deadline, orders can be sent along with
the following d a yrégsilar orders for delivery the following day.

Emergency orders may incur a charge for the trust, depending on the contractual
arrangements that are in place.

Ad hoc orders are orders placed in addition to the regular orders generated from the
prescription.

To create an emergency or ad hoc order:
1. Open the Create emergency or adhoc order page by either:
1 Selecting Orders and then Create emergency or adhoc order from the menu
1 Clicking Create Emergency or Adhoc Order at the bottom of oneofap at i ent’
pages.
The page opens.
2. If you selected Create emergency or adhoc order fromthep at i eecotdthep at i ent
name is displayed automatically. Make sure this is the correct patient and change it if
necessary.

Home delivery - s \/ HS
Patients Orders Pres tons Catalogue Dirsctory Reports abitha Peck Halp Logout
Create emergency or adhoc order CHARITIES & HOSPICES [TST/ZE]
Patient information

Patient name Babcock John (04/11/1943) » x
Local reference Emergency i—

Requested delivery date  Emergency: 20/10/2015

v Order must be placed before 13:30 for next day delivery

Lineline

PC Unitissue  Pricing  WEURE
Total © £0.00
£ >
checkout | [ Back
17
Prescription auto; Next 23
2 o Lineline
PC  Description y Unitissue Pricing  LIUTE
CFPO10H All-in-ona pads abs /. 75-110cm Artands 201510 Pack of 28 1+-8.59 2 £17.18 j
ATTENDS LIMITED
Prescription callback; N >
i 2 a LinelLine
PC Description Unitissue  Pricing (RS
CFP1111H Shaped pad with ot o €5 205198 ATTENDS LIMITED  Packof40 1+6.02 3 £18.06 °g

(HDS) ) O

Prescription Washables;
19,
Lineline
PC Description o Unit issue  Pricing aty value

VMU319H Underpads virgin fic Oi extra Euron 16242281 ONTEX  Bag of 28 1+2.23 6 £13.38 _3
LTD [ HOME DELIVERY) o

The Local reference is set automatically.
1 Emergency is displayed if the first possible delivery date in the list is selected.
1 Adhoc order is displayed if any other delivery date is selected.
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3. Check details of any prescriptions shown on the page to confirm that the emergency or
ad hoc order is necessary.

4. Either type the code of the product in the NPC box or search for the product in the
catalogue (see* Fi nahtaloggei t e omgpage 48).

5. Specify the quantity you require, bearing in mind the pack size.

6. Click Checkout to process the order.

Confirming requirements (callback prescriptions)

Callback prescriptions are those where the assessor, the patientorthep at i eprésengtive
must telephone to confirm that the order is required.

To confirm a single prescription while viewing prescription details:

1. From the Prescriptions page ofthe p a t i eecotd, sslect a prescription name to view
detalils.

2. Click Confirm Callback.
Home delivery [ - NHS Supply Chain LA LE Y

Patierts  Orders  Preseriptions  Catalogue Direrfory  Repors  Delivery  Trust motes @ Pack  Admin  Help  Lag aut

View prescription 'Pads and pants' NHS LIVERPOOL CCG [T57/J8]

Prescription information

Frascription name Fads and pants Cycla langth 4 Waak
Patient name Samantha Allsop Last delivery date
Prescription type Callback Next delvery date 20004/2017
Dielvery rowbe: Leicester Thurs Deliversd via Training Distributar
Created CTATALIA 10/04/2017 16:36:05
Authorised PECKIP 11/04/2017 13:13:47
M Description Limit 1ssase Pricing Daily Reqg  Cycle Req I'::!:; \II'.-:II:E
Crgeza Adl-in-one pads absorbency band D19 Large 100 w 150om Bld: Sheet PE Back Pnckc o id . N - ——
Sheet Amends Shp Reguler Plus 10 201473 ATTENDS LIMITED [HDS) =| 2
2 E16.42
Confirm Callback

Confirming multiple prescriptions for patients living in their own homes
To confirm multiple callback prescriptions simultaneously:

1. Openthep at i e=cotd arsl select the Prescription page.
2. Click Confirm callbacks.

Home delivery o/ -‘ NHS Supply Chain ALY

Patients Ordars Prosoiptons Casslogue Directory  Reports  Delivery  Trusst motes Joa Pack  Admin

Halp Log out

View patient 'Allsop Samantha' NHS LIVERPOGL COG [TST/28]

| Patient || Chinical | | Motes (2] | [ Delivery Nobes || ®rescription || Fending orders | | Delvered orders || Collections |

Prescription name  Patient Prescription type  Last delivery date  Next delivery dabe Cycle length  Lines Oty Value
Pads and pants Samartha Allsn Callback 20/04/2007 4 wask 1 2 ey
Behs and sheers samarnha Allecp Callbak 25/05/2007 2 waek 2 5 ey

|Cr\ente emergency or adhoc or\dcrl |T'ar~:r'er

-
|Cu nfirm callbacks Records 1-2 of 2 @ 3
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If the prescriptions have different delivery dates, a warning message is shown.
A warning is also shown if any prescriptions are held.

3. Click OK to close the messages, if displayed.

4. Select the Confirm option for all prescriptions you want to confirm.
You can also mark individual lines in a prescription as inactive by clearing the tick from
the Active column. You cannot mark all lines in a prescription as inactive — if you do, the
change is not saved.

Home delivery ) }d - NHS supply Chain [ LE Y

Patients Orders  Prescriptions Catalogue Directory Reports Defivery  Trust notes Joe Pack  Admin  Help Log out

Prescription confirmation for 'Samantha Allsop' NNS LIVERPOOL CCG [TST/38]
Unconfirmed prescriptions

Next delivery date 20/04 /2017 Confirm /| ’

Unit of
Issue

CFQ223H  Alln-ons pads absorbency band D15 Large 100 1o 150cm Back Shest PE Back Sheet Atends Skp Regular  Pack of 12 2 £16.42 b{
Plus 10 201473 ATTENDS LIMITED (MDS)

Belts and cheets 2 Next delivery date 25/05/2017

NPC Unit of Line
Issue qty.

CFP1239H  Belt product for moderate to heavy incontinence D16 Large B5-135cm Texvle Back Sheet TENA Flex Plus  Packof 30 1 £12.54 Wi
723330 SCA HYGIENE PRODUCTS (HOME DELIVERY)

CFP1241H  Belt product for moderate to heavy incontinence 015 Small SC-80cm Textile Back Sheet TENA Flex Super  Pack of 20 o £44.78 i
724130 SCA WYGIENE PRODUCTS (HOME DELIVERY)

5. Click Confirm callbacks.
You can confirm the same prescriptions again: the most recent confirmation date is
used.

Collection of unwanted products

Collections offer patients and care homes the opportunity to return unwanted products
that are in good condition. Collections can only be arranged by Customer Services at NHS
Supply Chain.

Details of collections arranged for an individual patient can be seen on the Collections
page inthatp at i escotd. s

Collections following the death of a patient

Changingap at i statustos d e c e dagndt’'mark the associated requisition point as
inactive. This means that collections may still be made and credits applied to the requisition
point.
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Reports

Two menus contain reports.

The main Reports menu contains two individual reports and two groups of reports:
1 Service report
1 PCT stock service level report
1 Financial reports
91 Patient reports

Home delivery + \ R ———

Patients Orders Prescriptions Catalogue Directory JEERERSE Delivery 5 Sarah Peck Help Logout

Welcome " Service report SUE RYDER CARE HOMES [TST/YC]
B PCT stock service level report
Wealcome :
You are now accessing the Home delivery service fro - Summary report
" ® Patient reports Financial line detail report
Trust selection =

— s

Care hame financial report

YG/TST SUE RYDER CARE HOMES v | [Eoonass Care home patient spand report
HDS assessor District spend by GP report *
Distributor information HDS enquirer District spand by nurse assessor report
Name DHL Supply Chain
Address Longeroft Road
v Corby

The Delivery menu holds reports relating to delivery.

The reports all work in the same way:
1. Select the criteria to use for the report from the drop-down lists available.
1 The period you want the report to cover.
9 The trust or other criteria you wish to specify.
Some options are only available if — for example — your login gives you access to more
than one trust. Instructions for specifying criteria are only given for unusual options.
2. Click either View (to view the resulting report on screen) or Export (if available) to export
the data to an Excel spreadsheet.

Service report

You must have the Enquirer, Assessor or Customer Services role to access the delivery
reports.

The service report is run for a financial period (a quarter or a week) within a financial year.
You can run it for all districts that you have access to, or for a particular district.

The report shows:

1 Summaries of the overall service level for patients in their own homes and those in care
homes. Figures are given for unsuccessful deliveries (at both first and second attempt),
stock levels and an overall service level.

1 Details of the stock service level by supplier and by patient group (own home or care
home). For each supplier or patient group, the total number of lines is shown, the
guantity of stock shortages and the percentage of achieving the service level.
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1 Details of unsuccessful deliveries to patients receiving deliveries to their own homes,
grouped by first and second delivery attempts and giving numbers for each reason.

i l i ": - i
bEa =
8 sevice report | A B service report | v

Start date: 01/04/2012 Start date: 01042012
End date: 06042012 End date: 06/04/2012
Al districts AR districts
L delivery service level

Summary of overall service level

Patient home - unsuccessful at first Reason Unsuccess Tl | Swrvice Wvel
Unsuccesstul Unsuccessfl | Stock service | Overall service attempt Sefiveries ()
‘ iy delivery at 15t delivery at 2nd tevel (%) [0} IPL hesve K 0.0e
— attempt (%) attempt (%)
Addrens Not Foung 2 o0
Patert home 3% oo 10000 0.2 Pasent not at home (carded) 82 151
Care home 000 000 100.00 100.00 Patent not at home (unable o card) 7 050
Nursing home 013 000 “ 80 w8e Tow 2%
Rezdentia’ home 021 008 %90 6.82 Patient home - unsuccessful at Unsuccesshul| Service tevel
Reason doliverios )
EMIrore 0.00 0.00 100.00 100.00 second attempt
Totsl 200 o3 Y™y 29.54 Incerrect Address Detals 3 ooe
Patent deceased e 015
. Patent in rorpan [ o
Stock service level by supplier Pasent not at home (carded 3 o000
P homme | ) 1
Supplier Total order ines | Stock shortage | Service level (%) —— e ¢ n
% > 20000 Pasent refused Seivery " 020
3,480 o 00.00 Total (X}
7 o 100.00 home - at Unsucoesshul | Service level
Reason
307 ] 100.00 second attempt debverios )
50 o 100.00 Incorrect Address Details 1 oos
1 o 100.00 Total 0.08
"o 0 100.00
L] o 100.00
- 200 o 100.00
- w o e
704 [ 100.00
Yol a3 0 fiE5)
Stock service level by patient group
Dwlivery type Total order lines | Stock shortage | Service level (%)
Patiect home 7,845 ] 100,00
Care nowe Bl 0 10000
Nursing home. 3481 7 20
Resicential home 3037 3 %50
EMI hame 19 o 100.00
Total 14,248 10 3953
10-Feb-2004 114808 Page 102 10-Feb-2014 114808 Page20f2

PCT stock service level report
You must have the Customer Services role to access the PCT stock service level report.

This report shows the number of order lines that were logged as a stock shortage as a
percentage of the total number of order lines delivered.
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| o -

PCT stock service level report
NHS Supply Chain

Start date: 01042012
End date: 06/04/2012

Report shows number of orders lines which were logged as a stock shoriage by the distribuior at their first dedtvery atbempi as a
percentage of all the lines deliverad in the pericd salected

Service level
100.00
100.00

PCT

Financial reports
You must have the Enquirer, Assessor or Customer Services role to access the financial
reports.

The reports in this section all show information relating to the cost of the products supplied as
part of the HDS service.

Summary report
The financial summary report provides an overview of activity within a trust, split by Patient
Home, Care Home and Residential Home.

Financial summary report
M5 Sepply Chaln

Start date: s s

End dato: s e

TR R O Wit A § S o ¥ o i W
Num pats. rewd | Num homes Num orders Product
delivery | rovd delivery delivered count Product cost Delivery cost Service cost Total cost
Orders
Patiant Home 1 0 2 112 661.81 89285 16.96 77172
Care home o 0 1 [} 0.00 50.10 0.00 S0.10
Residential home 20 5 40 100 71228 0.00 17.20 T20.45
Total k) | L] 63.00 212 1,374.10 143.05 34.16 1,664.31
Grand total H 5 63.00 2 1,374.10 143.05 3416 1,551.11

Financial line detail report

This report contains a lot of information and can be downloaded as compressed (zipped) file.
Within the file is a spreadsheet. The example below shows the columns included in the report
and some sample information.
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A | B c D E F G H
1 District Req Point Patient Name Date of Birth NHS Number NPC Description Prescription Name Or
2 01 01004C Ann Brown 16/07/1992 1123333873  ZEZ000H Delivery Charge 12 Week 00
3 n 01004C Ann Brown 16/07/1992 1123333873  CFP406H Shaped pad absorbenc 12 Week 00
4 0 010053 John Smith 13/04/1999 1122335566  ZEZ00OH Delivery Charge 12 Week 00
5 01 010053 John Smith 13/04/1999 1122335566  CXN110H Nappy baby/child Extr 12 Week 00
6 01 010277 Peter Green 13/05/1929 3232323232 CFP406H Shaped pad absorbenc 12 Week 00
7 01 010277 Peter Green 13/05/1929 3232323232 ZEZ0OOH Delivery Charge 12 Week 00
B 02 02005C Sally Smith 18/11/1936 1000000476  ZEZ000H Delivery Charge 26 Week 00
9 02 02005C Sally Smith 18/11/1936 1000000476 CFP406H Shaped pad absorbenc26 Week 00
mn " o N L nn m w r T

ription Name Order No Pack Price UOI Units Oty Supplied Total Sales Financial Financial Financial CCG Name

aak 00171H 4.75 Each 1 1 4.75 1 1 2015 NHS Telford
sek 0017TIH 1.74 Pack 28 12 20 88 1 1 2015 NHS Telford
ek 00224H 4.75 Each 1 1 4.75 1 1 2015 NHS Telford
aek 00224H 34 Pack 24 14 47 6 1 1 2015 NHS Telford
ek 0017T2H 1.74 Pack 28 [ 10.44 1 1 2015 NHS Telford
eek 00172H 475 Each 1 1 4.75 1 1 2015 MHS Telford
aek 00450H 4.7T5 Each 1 1 4.75 1 1 2015 NHS Shrop:
eek 004504 1.74 Pack 28 12 20 88 1 1 2015 NHS Shrop:

] L3 ] > 1 1 ] u 1 v 1 L 1 A ] L
ial CCG Name GFP Practice Nurse Assessor Care Home Mame Care Home Service Type Clinical Condition Clinical Type Gender
16 NHS Telford and Wrelin CCG ADAMS MEDICAL PRACTICE  Angela Brown Mone Female
15 NHS Telford and Wrekin CCG  ADAMS MEDICAL PRACTICE Angela Brown None Female
15 NHS Talford and Wrekin CCG  ADAMS MEDICAL PRACTICE Barbara Caner Hane Male
16 NHS Telford and Wrekin CCG  ADAMS MEDICAL PRACTICE Barbara Carter Mone Male
15 NHS Telford and Wrekin CCG  ADAMS MEDICAL PRACTICE Chns Denstone MNone Male
15 NHS Talford and Wrekin CCG  ADAMS MEDICAL PRACTICE Chris Denstone Hone Male
16 NHS Shropshire CCG BELL MEDICAL PRACTICE  Debra Eliis Hone Female
15 NHS Shropshire CCG BELL MEDICAL PRACTICE  Debra Ellis None Female

Details in the example above are fictitious.

Care homes financial report
An overview of spending by care home over defined period of time.

NHS!

NHS Supply Chain

BN Care home financial report

Start date: ISt )
End date: dneilsh i )
B L T e T

Product Delivery Service
District | Home name Service No. patients Cost cost cost
™ T
Residential 5 67.31 430
5 67.31 50.10 4.30
K am 1
e e e T e e R e b e e
[ i i R P, e P e, e i R P P, s T N i T T o T N,
" Sardler o TR
Residential 5 a3 57 4.30 102,87
5 98.57 0.00 4.30 102.87
Totals 20 712.29 50.10 17.20 ??B.S'Ell
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Care homes patient spend report

The amount spent on each patient, grouped by care home, is shown. Totals for each care
home are also shown, and a grand total for all care homes is shown at the end of the report.

B Care home patient spend report NHS Supply Chain
Start date: 01/04/2013
End date: 05/04/2013
e s @ et PRt Bk seaw P T T
“" Tee e e
Patient name Service Product cost| Delivery cost|Service cosJ Total
e Residential 13.84 086 1470
~e Residential 13.15 0.86 14.01
- - Residential 17.77 0.86 18.63
Residential .77 0.86 863
- Residential 1478 0.86 1564
Total 67.31 50.10 4.30 121.71
- B
Patient name Service Product cost{ Delivery cost|Service cos{ Total
T Residential 2800 0,86[ 29385

District spend by GP report
The amount that the district is spending on products from HDS, split by GP practice.

NHS

B District spend by GP report

Stan date: 01/04/2013
End date: 05/0472013
B R g e T I

NHS Supply Chain

™ L

Total Total Total

Total| emergencies| emergencies| emergencies

Practice code | GP name Patient count|  Product cost| Delivery cost|  Service cost | emergencies| product cost]  delivery cost|  service cost
& 1 41.38 0.00 0.85 o D.00 0.00 0.00
. 1 88,63 8.45 161 0 0.00 0.00 0.00
o - T 321.80 4225 aTT o D.00 10.00 0.00
i 1 2217 0.00 0.85 o 0.00 0.00 0.00
- 1 2331 0.00 086 o 0.00 0.00 0.00
do- 2 44.95 B8.45 247 o D.00 0.00 0.00
et ks 10 34522 8.45 935 0l 0.00 0.00 0.00
b - [ 42897 845 58 0o 0.00 0.00 0.00
oot Lk - 1 16.25 8.45 1.61 o 0.00 0.00 0.00
st ot il 1 41.35 845 0.86 0 0.00 0.00 0.00
Totals 1,374.10 92.95 3416 o 0.00 0.00 0.00
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District spend by nurse assessor report
The amount that each nurse assessor is spending with the HDS service.

District spend by nurse assessor report NHS Supply Chain
Start date: 01/0472013
End date: 05/04/2013
— - - EETER IR T ' P ey
Total Total Total
Total | emergencies | emergencies | emergencies
District | Name Patient count | Product cost | Delivery cost Service cost | emergencies | productcost | delivery cost service cost
- 1 1828 (i) 086 [1] 0.00 0.00 0.00
i 13.15 0.00 0.86 ] 0.00 0.00 0.00
1 03.90 0.00 0.86 0 0.00 0.00 0.00
1 231 0.00 0.86 ] 0.00 0.00 0.00

Patient reports

You must have the Enquirer, Assessor or Customer Services role to access the patient
reports.

Pads per day use report
A number of criteria can be specified for this report, as can be seen from the image below.

Patient pads per day use report CHARITIES B HOSPICES [TST/ZE]
Dristrict ZE/TST CHARITIES & HOSPICES -
3P practice &ll P practices -
MNurse assessor &l ssssssars -
Delivery typs all -
Graatar than or agual to -
Pads per day .
Product count 1.lﬁﬂlz-:ltllzr than or agqusl ks -
PFatient status Active & suspended -
Dabe of Birth il = o iff |i ﬂ

Viaw | | Export

Individual patients are named on the report that is produced.

Patient reassessment report
Patients have to be reassessed regularly. The Patient reassessment report enables staff to
identify those patients whose reassessment is due between a specified date range.
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Home delivery | e——— \/HS
Patients Orders Prescriptions Catalogus Dirsctory Reports Mrs artssa Susan Pack Halp Logout
Patient reassessment report CHARITIES 8 HOSPICES [TST/ZE]
District Al districts -

GP practice All GP Practices -

Nurse assessor All assassors -
Delivery type Al -

Patient status Active & suspended -
Date of Birth [HE B to
Reassessment date |,1|; [ﬁ to
| View [-'-o:;rt]: l Orint reassessment forms }

A list of patients due for reassessment is produced if either the View (seen on screen as a
PDF) or Export (to Excel) options are selected.

The option is also available to Print reassessment forms, which are displayed initially as a

PDF document with each patient starting on a new page. A patient reassessment form is
shown below.

Delivery instructions and the Additional information entered in the Delivery instructions section
ofthep a t i e=cotd’(sse page 36) are shown in the Delivery instructions section of the
report, separated using a dash. Any access code recorded in the record is not

included.



Patlent Reassessmant Report

JE HHS LIWVERPOOL CC3

NHS |

HHE fupply {han

Sirnams

Ttk

et O Barih
Sistus

P Pracaos
Hurss Asseasn
Last Rarvinw Dana

Delivery address

Heise no
Ak b 1
Addidiicks b &
Tewm

Posloods

Frrenams

Crandal LE E Lt D
Desbiveary Type tums Delviry [ Cara Hama ]
KBS mumbsr

Coniact number
Duslivary day
Last dedivery
Wt delisery
Heziiga mi.
Adulians e 1
Adidriis i 2
Tam

Paslosds

Delivery instructions

Erodch loudly becauss e & vy deal’

Patient clinical information

Ethmic group Mk EmrraT
Langaisge Bk Krowr
e pressr rgd Yer [E]we [

Hant ol kin rsms

Pt ool i e

Clisical lygs Enuransis

Clirscal condilsan KOl eruresn

MPL Dewciiplian (sl

Usits  Brice T HsauRsd  Cycie  Pesscriplion Last delivery

Fatwiday Packs hnglh B il
VHLEZZH  Underpads Vimgin Fuff Pyip dway Sealsd Pack &0 48 2 B 2WE Callkock 15-0ict-2003
50 » 8cm Pus PE Bock Shesi Alisros
Conmr Dt JOIECH
Changes Lo ba mads
Shgnanate | | Cuie | |
P ndmiE | | (21 | |
TRfica USE THvy

Patient status report

Supply Chain

An overview of the patients currently being managed by a trust using the HDS application is
provided in the Patient status report.

NHS |

MHY Ny Pl

Fatient stabus. report

L S — ¢ e eSS TS S
awme v [ age e ]
Bt = [N i Fuw . 17] 4 gl b Tl
Dvacraigel 2 Fisbe 273 e Home a T 3
[T B A sdeany = RET -
Suapiudal 10 Mg ['] B E 1]
i 1] [IELT []

Weis: Tree Delivery hyps snd dveriee sassasmeri Ssdn ooy reis i scive paissis, wais e Gander s Age fslds spgiy ia
e W1 R AR [
Finciolion Cotweck d09 Madvmwiec: T

Chrical oypa Prmnis ki of mnpesded
Ml e €

CheEsl corgri Prnin K5IV 31 1R
P ke T3
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Patients on service

This report can only be exported as a spreadsheet. It provides allp a t i dembgsaphic
details, including NHS number, contact details, GP practice, associated CCG and so on.
Where applicable, the care home service type (nursing, residential, EMI) is specified.

It also includes details of the assessor, prescription information, the p a t i elinidal’candition,
clinical type, the last order date and any delivery instructions.

Active patients
Shows the number of currently and previously active patients for the selected trust.

Previously active patients are those that are currently inactive but who have been active in the
last 12 months.

NHS
Active patient report NHS Supply Chain

Start date: SR s
End date: S g

Currently active paticnts Previously active patients

393 i5

Patient removal report

Depending on yourt r u eequiresents, patients can be automatically suspended or removed
following a defined period of inactivity. This suspension or removal happens overnight, and this
report provides a list of the affected patients.

The report shows the district, the p a t i samg, a sontact number (if any),thep at i datet ' s
of birth, NHS number, status (whether discharged or suspended), who suspended or

discharged (the username of a person, or SYSTEM if done automatically) and the date this
happened.

The report is available in PDF format or can be exported to Excel. The example below is a
single page of the report — all the information it contains is fictitious.



NHS

Supply Chain

Qi Ptient removal report | NS Suppty Ehain

Dixte: froem: S404IHMS
Diate to: 13002015
Diistrict: All Disdricts

Citnet | Pwhient nims Contact el alsl] MHE Rismbar SLanuE Actoned by Ao 0ata
21 Mlary Hughes DE022008 Suspended SYSTEM 11082015
n Matids Imth O022006 Suspended IYSITEM 117082015
il Fatant Test 01022008 SuRpended SYSTEM ez
2 Pl Srmith B2 10 Suspended SYSTEM 11082015
i | Rosaslesn Clarfke 201 Dischoarged LFMARTIN D0a2015
21 Sarah Brambley DreTEIZ3008 DR0ara3 Suspended CTATALIA 21082013
Fql Sarah Hihigt DeETES432 02008 Suspanded SYSTEM 11082013
il Sarah Menert DSOS 1084 Suspended SYSTEM 11082015
21 Sarah Wivtely Devi1re0e1 Suspended SYITEM 11082015
) Senth Jorn 0270 830TE VIO Suspended SYSTEM ez
| Wilbourne Mancy (el ] Suspended SYSTEM 11082015

i | ‘iWiliam Frank Jackson 01244 SE2006 inaete Suspended SYSTEM 11082015
A Wil Taylar IS0N1050 Suspendes SYSTEM 110821s
13063078 14T aY Pagedof 24

Delivery reports
You need the HDS Customer Services role to access the delivery reports.

Delivery offers a dropdown option of reports.

Home delivery ﬂ ' i supply Chain [N 1LY

Patients Orders Prescriptions Catalegus

jelan Pack Help Lag out

Welcome Distribution BITIES & HOSPICES [TST/ZE]

Welcome

You are now accessing the Homa dalivery service from NHS Supply Chain

Failad dalivery attempts

B Failed orders

Trust selection Currenthy : L oy

tatus changes

ZE/TST CHARITIES & HOSPICES w Connect
HD'S asses

Distributor information HDS anguirer

Failed delivery attempts
Failed delivery attempts for one or all delivery routes within a date range.
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INHS

Failed delivery attempts report N T
Post Line Delivery  New
Patient code  Contactno. Orderno MPC  NPC  Units quantity Reason Comments date date
o w " - g 1 12 21 3PL Issue 10v/02114

Mappy pull on baby/child Large white 35-60kg

3] 16 Patient not at home (ca 10002114

MNappy baby/child Comfort 7 extra large plus breathable providing improved absorbency and softness 15-30kg (33-661bs)
. 12 10 Patient not at home {car 10/02/14

Mappy pull on baby/child Large while 35-60kg

These prescriptions have had at least one failed delivery attempt but could still be delivered
and show a new delivery date that the distributor has entered.

Failed orders
Details of orders where delivery has failed.

Home Delivery Service

Customer Services Failed Delivery Report NHS Supply Chain
DistOrder No RegPoint MPC NPC Description Patient Name Reason Reg.qty Del.qty Unit Val Line Val Deldate New del date
d ‘Belt product for moderate 1o heavy - s Patlent refused 12 0 1214 14568 0210114
incontinence D16 delivery
All-in-one pads absorbency band D21 S S Patient not at home 12 0 14.51 17412 020114 07101114
{unable to card)
MNappy babyichild - - Fatient not at home 17 0 527 8959 020114 070114
(carded)
Shaped pad absorbency band I8 S assss  Patient not at home 12 0 342 41.04 020114 07114
{unable to card)
‘Shanad nad ahsorbency hand 19 teat ey Fatient deceased 2 a 5.38 1076 020114

These prescriptions have now failed to be delivered at least twice and cannot now be fulfilled.
All future prescriptions for these patients will be held until they are amended and validated.

Stock short orders
This is a list of the orders for which there is a full or partial stock shortage awaiting stock to

come in so that the order may then be fulfilled.

Stock short status changes
This report reflects the changes to stock shortages that were made within the specified date

range, including rebooked delivery dates.

) ; HS
Home Delivery Service =
Customer Services Stock Shortage Report NHS Supply Chair
Order Patient name Care home contact NPC Quantity Qty stock Requested Estrestock Rebooked
number delivered  short deldate  date date
— e (R 13 2 1v02/2014
—— 4 0 ] 24 10/D2/2014 11/02/2014
0 4 10/02/2014  11/02/2014
B i o li] 24 10V02/2014 11/02/2014

Order rejections
This report is created from a list of products that cannot be supplied by the distributor



because the NPC is unknown.

Collections

e g
A T
L Al
-
R LA

Home Delivery Service
Customer Services Rejected Order Report

e
-
Brrisnning mypby
. o
T

NHS
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13/01/2014 00000
14/01/2014 00000
22012014 00:00
2470112014 0000
28/01/2014 00000

For this report, you can specify collection status and collection route as well as a date range

and a district.
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