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Key to icons

Data entry icons

Use the calendar to select a date

Clear the date from the box
Create

Delete

Edit

HDS icons

Manage prescription delivery schedule
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Callback pending
Callback confirmed

Save

View
Add
Alert error

Alert success

Alert warning

Authorise
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Delivery failed

Enlarge

Held

Information

Delivery information

QOutstanding delivery information

Confirmed delivery information
Delivered via HDS Direct

Print bulk pick list

Print individual pick list

Print delivery invoices

Print care home invoice or delivery note
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Patient suspended

Exporting information icons

- View/print document in PDF format (see tooltip for detalls of the document)

@ Download information in CSV format (can be opened as a spreadsheet)

Patient and prescription icons

% Review patient

L+ View care home details
& New prescription

+ Emergency order
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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.

A\ The NHS-Cat website is temporarily closed whilst we refresh NHS catalogue. Please try again in a few minutes o

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

to return to the Care Home lis

Abbreviations

AWSL Available While Stocks Last
HDS Home Delivery Service

MPC Manufacturer’s Product Code
NPC National Product Code

General note

The information in this document is taken from our test system. Any correlation to actual order or people
is purely coincidental.

www.supplychain.nhs.uk




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 patient’s care) and
by suppliers and distributors to provide a coordinated service. Each user of the system is granted one or
more ‘roles’, these 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 ‘Roles’ on
page 10.

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 patient or the patient’s
representative telephones to confirm the quantity required).

Entering and viewing information

Similar methods are used throughout the HDS application for viewing and entering information. These
methods are summarised in this section.

e Anywhere you see a patient name as a hyperlink, click it to go to that patients record.
e 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.

e 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:
e Click the first item you want, hold down the SHIFT key and then click the last item to select a range

e 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.
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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.

Home delivery

Patiests Orders  Presceiprion

Pt r i Bhinds Tt rae b delivery dabe betlasien

R R N v Fow| clew

caliback Jehn Babeach Callbask 18MZ/Z014 4 Weak P32 £10s
callback Sully Garmile Callback LMD22014 4 Wk t 8 fa2es @

ek L. LTSRN T - L P IR A N St TR -

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.

2. 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 people’s
user 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 granting them ‘roles’.

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

e To amend a user record, select User maintenance from the Admin menu.

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

... gn Out g Didems €0.00 New order My orders | Fawvouriles | Maskng | Financial coding Juick inks | My detads

NS - Summan
Alison Peck | Your trust. 28/ALF Nottingham University Hospials NHS Trust MY

our reguishon point 260000 STAFF LEISURE CENTRE [change] Youwr delrcery days weskdays Exporis

mpon regpoints

Regoomt mantenance

Create new regpoint

CATALOGUE
- ONLINE €A =59 framework  Medical  Non-Medial

Online Catalogue
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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 on the left contains
unassigned roles, and the box on the right contains those assigned to this user account.

User mfo Roles Trusts Requisition points

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 this role. .

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.
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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 Chain’s website
To connect to the NHS Supply Chain website:

1. Connect to NHSNet through your local network:
Follow a shortcut where available or type http//www.supplychain.nhs.uk into a browser.

Optionally, click My Supply Chain. The My Supply Chain drop down menu then opens.
Click Home Delivery log in.

supply Chain il

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

My Supply Chain Home

Information log in

El¢ mreportstogin New Tot

al sa ©Clgin Custome
e Available No

Home Delivery log in

Billing log in

eDC Gold information

Ordering, Delivery, Invoicing, Returns ¢ % Contracts Online
User Guides Catalogue
LA and Orderinn

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

Home delivery NHs supply Chain  [ALEIY

Please enter your username

Pleaze enter your paszsword

Forgotten your password?

Login

This application requires either Microsoft Internet Explorer 6.0 or above, Mozilla Firefox or Mozilla
3.x or above. Any other configuration is not supperted and may mean that you are unable to use
this application preperiy.

Important - please note: Unautherised access to data on this system will constitute a breach of
tha computer misuss act 1990 and, as such, will randar the offendasr liabla to criminal
prosecution, You must not exceed the legitimate bounds of your authorised access and under no
circumstances disclose your password to a third parcy

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

Home dE“VEry NHS Supply Chain m

Please enter your username

PECKAS

Please enter your password

Eorgotten yvour password?

| Login |
This application requires either Microsoft Intermet Explorer 6.0 or above, Mozilla Firefox

or Mozilla 5.x or above. Any other configuration is not supported and may mean that
you are unable to use this application propary.

Important - plaase note: Unauthorised access to data on this system will constituta a
breach of the compuber misuse act 1990 and, as such, vill render the offender liable to
criminal prosecution. You must not exceed the legiimate bounds of your authorised
access and under no decumstances discose 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.

Home dElIVEW NHS 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. peck@mymail og
Telephone nurmber

015123123

First name

Anne Susan

Last name
Peck

Save changes

Click Save changes to confirm the information.
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5. Read the following message about the Home Delivery Service confidentiality policy and then click
ACCEPT if you agree to comply with the requirements.

HOme d8||very NHS Supply Chain m

Home delivery service

Information relating to patients and their medical treatment is highly sensitive and must
be treated by all HDS online users in stnct confidence.

Once downloaded from HDS online it is the responsibility of the user concerned to ensure
that all such infarmation is kept sacuraly and i5 not used for unauthorised or unlawful
purposes, This thould indude ensuring that all sensitive electronic data is securely
ancryptad and that any personal data involvad is only processed in compliance with Data
Protection lave,

By clicking 'Accept’ below I acknovwladge and agres to personally comply vith these
obligations.

ACCEFPT | | DECLINE |

Forgotten your password?

Click the Forgotten your password? link on the log on 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.
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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.

ry ' : I' NHS Supply Chain m

atalogue Directory Mrs Sarah Pec Help Log out

Home delive

Crders Prascraptions

'...\u"-_ come CHARITIES & HOEPICES [TST/ZE]
Welcome
You are now acossging the Home delivery servics from NHS Supply Chain
Currently assigned roles
ZE/TST CHARITIES & HOSPICES «f Authorise and send orders Cannect
HDS administrator HDS sideidor
Distrbutor information

Fi sl limat of
Hama DML Supely Chaln inancial limit of £E0

address Lengereft Road
Cotby

Corby
Corby
HH1E BEY B

Telephons 01924 328501

Fax A

Ernail home. delivery@supplychain. nhs.uk

System slerts and messages

BThere are 4 patients vho will need reviewing this month

Bank Holiday Orders

Dear Customer
Dalivaries dus to be made on 28th, 26th & 30th May 2013 should have thair 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 Fnday 24th May

Friday 31st May Tuesday 28th May (as normal)

any delivery not acdvated by the datas above will be delivared on the next availlable day following the postcode routing, This Is tol
allow the normal 2 day lead time for delivery to be made.

Care home search

Patient search

The page is divided into sections:

e Currently assigned roles (labelled A on the image) lists the roles (access rights) you have regarding
the NHS Supply Chain application.

e Distributor information (labelled B on the image) contains contact details for the distributor
associated with your organisation.

e System alerts and messages (labelled C on the image) are important notifications —often patient-
related — relevant to your use of the HDS application.

o A prescription is ‘held" if the 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 'Viewing prescriptions’ on page 43.
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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 |f a patient has died, an alert notice is posted.

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

° Care home search (labelled D on the image) — see ‘Searching for a care home’ on page 21 -
and Patient search (labelled E on the image) — see 'Searching for patients’ on page 29 — 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.

Home delivery

Patients Orders  Prageripti

CHARITIES & HOSPICES [TST/ZE]

Welcome

Welcome

You are now acoaising the Home deliver by Chain

Currently assigned roles

ZE/TET CHARITIES & MOSPICES » All requisition points Authorise and send arders

Trust selection

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:

e View summary details for assessors in a list, including how many patients have been assigned to that
assessor.

e (lick an assessor's name to view full details for that assessor.

e Click the assessor’s email address to create a new message in your email application addressed to this
assessor.

e Click View patients when viewing details for an assessor to see details of the patients linked to that
assessor.
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To view assessor details:

1. Click Directory on the blue menu.

2. Select Assessors from the list shown. The Assessors page opens.

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

Home dehvery .' | NHS Supply Chain m

Orders Prasc ons Cataleque

Help L

CHARITIES & HOSPICES [TST/ZE]

Post code Email address Contact na L Patiants

Jane Adams 1 Migh Street Anytown Nerthshire  AAL 1AA  jane.adams@myemailcom 0115 123436 Continence Advisor 4

Angela Brown 1 Main Street Anytown Morthshire ARl LAB  angelabrown@mymallerg  011% 123321 Clinicial Murse Spacialist o

Records 1-2 of 2

4. Type any part of the assessor's Name, Address, 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 ‘1 Main Street’, you

can 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 Viewing assessor details’ on page 15).
2. Click Create.

NHS Supply Chain m

Mrs Sarah Da Help Log out

CHARITIES & HOSPICES [TST/ZE]

Post cade

Patents

Name Address Post code Emall address Contact no Role

Jame Adame 1 Migh Street Anytoun Northshire  AAL 144  janesdame@myemasil.com 0115 123456 Continence Advizor 4
Angela Brown 1 Main Street Anytown Herthshire AAL 1AB  angela.brown@mymail.org 0115123321 Clinicial Hurse Specialist i)

[creat | pmmm—

3. Complete information about this assessor.

® You must include the person’s First name and Last name.

* Be consistent with the roles you allocate to people if you want to use them for filtering records.
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Home delivery ' ! NHS Supply Chain m

Padents Orders Prescripdens Catalogue Directory t arah Peck Halp Leg cut

New assessor CHARITIES & HOSPICES [TST/ZE]

Assessor Information

First narme Amanda Last name Smith
Address 1 High Street Email address
Anytovn Contact no 0115 123456
Horthshire Role Continence Advisor
Past code Aal 1A
| Save 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 Viewing assessor details’ on page 15).
2. Click the name of the assessor you want to change.

The View assessor page opens.

HOme de“\"ery ; NHS Supply Chain m

Patients Orders Prescriptions C - } & ports M arah Pe Halp Log our
View assessor CHARITIES & HOSPICES [TST/ZE]
Firgt name Jane Last name Adams
Addregd 1 High Streat Email address jane. adarmi@rmyarn ail, con
Anytown Contact no 0115 123456
Horthihire Rale Continance Adviior
Past code ARl 1AA
Edit | Transfar patients View patients
3. Click Edit.

4. Make the changes and click Save.
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Viewing patients assigned to an assessor
Details of patients assigned to an assessor can be viewed.

To view patients assigned to an assessor:

1. View the list of assessors (see ‘Viewing assessor details’ on page 15) and click the name of the
assessor whose patients you want to see.
The View assessor page opens.

Ho

me delivery | NHS Supply Chain m

Patiarn Orders Prascriptions Halp Log out

View assessor CHARITIES & HOSPICES [TST/ZE]

Assessor information

First name Jane Last name Adams

Address 1 High Street Email address jane. adams@myemail. com
Anykown Contact no 0115 123456
Korthshire Raole “ontinence Advisor

Post code ARl 1AA

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

W

e (Click the patient’s name to open the patient’s record (see Viewing a patient’s record’ on page 31).

e See care home details (for patients living in one) by clicking the Care Home icon %4 to open the
View care home page (see ‘Viewing care home details’ on page 21).

e Go to the Prescriptions page to create a prescription for the patient by clicking on the New
prescription icon «& (see ‘Creating a prescription’ on page 44).

* Go to the Create emergency or ad hoc order page (see ‘Creating an emergency or ad hoc order’
on page 57) 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 within the patients’ records.
To transfer patients from one assessor to another:

1. View the list of assessors (see Viewing assessor details’ on page 15) and click the name of the
assessor whose patients you want to see.

18  www.supplychain.nhs.uk




Home delivery ) RSP [\/H S |

Patients Orders Prescriptions  Catalogue Directory Fepores Mre Sarah Peck Help Log out

View assessor CHARITIES & HOSPICES [TST/ZE]

First name Jane Last name Adarns

Address 1 High Street Ermail address jane. adams@rmyernail com
Anytown Contact no 0115 123456
Northshire Rola Continenca Advisar

Post code AAL 1AA

| Edutl ['ransr'ar patients | ]\.'u&v patiants Delate | Back

2. Click Transfer patients.

Home dellvery + _. NHS Supply Chain m

Patients Orders Prescriptions Catsloque Directory Reports Mre Sarsh Peck Help Log owt
View assessor CHARITIES & HOSPICES [TST/ZE]
Confirmnation required
Are you fure you wish to transfer all patients from "Jane Adams'?
View patiants [ Transfar I I Canca | Back ]

3. Select the new assessor from the dropdown list.
4. Click Transfer.
All the patients are now on the list of the other assessor.

Deleting an assessor

To delete assessor details:
1. View the list of assessors (see Viewing assessor details’ on page 15).
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.

Home delivery ) 5 NHS Supply Chain

Patients Orders Prescriptions Catslogue Dirsctory Reports Mre Sarah Pe

CHARITIES B HOSPICES [TST/ZE]
Confirmation required

Are you Eure you with to delete Asgessor Jane Adams'?

Mouwe 4 patienti to asiesfor: Arnanda Smith | - |

[Sse]i swe [ sas |

View patiants

If any patients are currently assigned to this assessor, you are prompted to transfer them.

e (lick View patients to see details of these patients (see ‘Viewing patients assigned to an assessor’ on
page 18).

e Select the new assessor from the dropdown list to transfer these patients.
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4. Click Delete.
5. The assessor’s record is deleted 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 = wHS supply Chain  [LZ LY
Patients Orders Prescriptions Catalogue Directory Reperts = Mrs Anne Susan Peck Halp  Log out
Care homes CHARITIES & HOSPICES [TST/ZE]

Care home Post code rext delivery date between
0w i Frer| clow
Post cade Pres, type Delivery day Frequency Next del, date
Sleepy Hollow 48 Elm Avenue NG10 SEJ Autom atic Friday 1 Wesk 23/08/2013 el
Windy Corner 3 Horsecroft Road IP33 205 Callback Monday 2 Wesk 19/08/2013 EL
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:

e Type all or part of the care home name in the first box. For example, ‘Hollow’ will include ‘Sleepy
Hollow” and ‘The Hollows'.

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

e Use the calendars to enter the earliest and latest next delivery date. For example, 23/08/2019 and
27/08/2019 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.
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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.

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.

Y UWENVERY UL @LUVELEY Uy UTE UdUEr auuyE W UE UJENTVEIEY Ui UrE DEsL avanance way IUIIUWIII" W VR U II"UU!I“n LRLLE
allow tha normal 3 day lead omae for delivary to be made.

Care home search [ +]

Patient search |+

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

e Type all or part of the care home name in the first box. For example, ‘Hollow” will find ‘Sleepy
Hollow’ and ‘'The Hollows'.

e 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.

e Use the calendars to enter the earliest and latest next delivery date. For example, 23/08/2019 and
27/08/2019 will find all homes where the next delivery is within that date range.

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

4. The example below shows the result of searching for ‘Hollow’.

w

Care home search

Care hone Post code Next delivery date betweaen
Hallow Lf-ﬁ s 31_15]“ Filtar I claar
Home name Address Post code Pres, type Delivery day Frequency Next del. date District
Sleepy Hollow 48 Elm Avenue NG10 SE) Autematic Friday 1 Week 23/08/2013 ZE

Patient search

‘
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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.

1. To view detailed information about a care home:
2. Find the care home you want to view by either:

* Viewing a list of care homes

e Searching for a care homes.
3. Click the name of the care home.

Home delivery

| + ’ NHS Supply Chain m
tary Raports Tars P

lants Ordass Praseriptions ue  Direc Halp  Log sut
View care home Sleepy Hollow CHARITIES & HOSPICES [TST/ZE|
| petails || Patients | [ Prescriptions || Delivery charges || Notas || Distributar Notas || Collections

Care home information

Homa nama Slaapy Hollow Address 48

Hursing heme Yai Elrm Avanus

Residential home Yesr HOTTINGHAM

EMI Yas Nottinghamshire

Ernail addrass Post coda NG10 SE)

Telephone no

Fax no

Delivery information

Warahouse code 933 Dalivary day Friday

District ZE First delivery date 02/08/2013

Requistion paint Next delivery date 23/08/2013

Praschiption type Automatic Dalivary frequency 1 Weak

Edit

Details about the care home are shown on a series of pages.
4. Click a tab to view information on that page.

e The Details page contains the basic information that was entered when the record for the home
was created.

e The Patients page is a list of patients who are resident at that care home who have been
registered on the HDS system.

e C(Click a patient’s name to go to that patient’s record. Icons at the right of each row enable you to
create a prescription for that patient ..z and create an emergency or ad hoc order for that patiente .

e 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).

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

e The Notes page displays any notes about the care home added when the record was created.
e The Distributor Notes page contains any notes recorded by the distributor about this care home.
e 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 'Viewing a list of care homes’ on page 20).
2. Click Create.

Home deliver

Patients Ordars  Prescriptions Catalogue

Care CHARITIES & HOSPICES [TST/2E]
Post code Next debivery date betwreen
e 1 (] Filter | _Clear |
Care hone Past code Pres. type Delivery day Frequency Next del, date
Windy Corner 3 Horgecreft Road IP33 208 Callback Maenday 2 Waek 19/08/2013 m
[ Croate | p— Records 1-1 of 1

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 LA LY

iente  Order tescriptong ~atalogus oy  aporte Mrs Jane Pack Help Leg our

Cregle care h:.r“hg CHARITIES & HOSPICES [TST/2E]

| Details | r}lﬁh!.

Care home information

Home name Sleepy Hollow [Manual]
Nursing home [ ] House no Please enter a post code
Residential home F Address line 1

Addrass lina 2
EMI | |

Town
Email address
County
Telaphone no
Post code Lockup
Fax no
Delivery information
Warahousa Coda 933 Delivary Day Loading...
District ZE Last Delivery Date =K
Feq Point Mext Delivery Date
Prascription typa -- Select a value -- «» Delivary Freaquancy -

5. Enter the address of the care home either using the post code lookup or manually.
To find the address using the post code lookup:
a) Type the post code into the boxes at the bottom of the address block (see image overleaf).
b) Click Lookup. The address is automatically completed.
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Create care home CHARITIES & HOSPICES [TST/ZE

| Details | [ Motes ]

Haoma nama Slaapy Hellow [Manual]
Nursing heme House no Plaass entar & post code
Residential home 7 Address line 1

Address line 2
EMI

Town
Email address

County

Telephone no )
Post code NG10 SES Lockup |
Fax no e

C) Select the appropriate House no from the dropdown list.

Create care home CHARITIES & HOSPICES [TST/ZE]

| Oetans] Notes

Care home information

Home name Slespy Hollow [Manual]
Mursing home |_1' House no 5..._..... ..
Residarhial e |J" Addrass line 1 Elmn Avanus
" Address line 2 Sandlacre

EML [

Town NOTTINGHAM
Email address

County Nottingharmshira
Telephons na

Post code NG10 SEJ

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.
6. Record Email address, Telephone no and Fax no if these are available.

In the Delivery information section, select the Prescription type from the list:
° Automatic means prescribed items are automatically sent following the schedule.

o (Call back means that the prescribed items are available but are only sent if the patient calls to
request stock.

Delivery information

W arehouse Code 933 Delivery Day Friday -
District ZE Last Dalivary Date 16/08/2013 Eﬁlﬁ

Req Point Mext Delivery Date

Prascription typa Automatic - Delivery Fraguancy 1 Week »
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7. Select a Delivery Day from the dropdown list.
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.

8. 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 distributor’s home page for eare
homes that do not have a delivery day.

9. Click Save.
10. If you want to make any notes about the care home, click the Notes tab. Type your note and click
Save.

11. 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 [i¢ '» NHS Supply Chain  [RLLRY

Prescriptions Catslogue Directory FReports He Peck Help Logout

Ca omes CHARITIES & HOSPICES [TST/ZE]
Post code Hext delivery date betwreen
/g B e cle]
Care home Address Post code Pres. type Delivery day Freqguency Next del. date
Eleepy Hellow 48 Elm Avenue NG10 SE) Automatic Friday 1 Week 23/08/2012 m
Windy Corner 3 Horsecroft Road 1P233 208 Callback Maonday 2 Week 19/08/2013 E
2=3 Records 1-2 of 2
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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:

Click Directory on the blue menu.

Select care homes from the list shown. The care homes page opens.

Use the filter options at the top of the page to reduce the number of Care homes displayed.
Click the name of the care home you want to delete.

Click Delete.

vk N =

Home delivery e wHs supply chain (L8 RY

Patients Orders Prescriptions Catalogue Directo Delivery Helen Peck Help Logout

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

| Details | Daﬁent:l | Prescriptions || Delivery charges | | Notes ] | Distributor Notes || Collections |

Care home information

(CORNWALLIS COUNTRY HOTEL &

Home name Grove House Address RESTAURANT)
Nursing home Yas Rectory Road
Residential home No EYE

EMI No Suffolk

Email address Post code 1P23 BAD
Telephone no 013320340000

Fax no

Delivery information

Warehouse code 933 Delivery day Thursday
District YC First delivery date 04/10/2012
Requistion point YCo01D Next delivery date 095/01/2014
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.
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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.

¢ &0

s Dallvery

Home delivery

NHS Supply Chain

Patia Orders Prascriptions Catalogus Halp

Medical practice search SUE RYDER CARE HOMES [TST/V<]
Drganis ation name Post code Primary care brust
| suffolk pcT =l Filte war
Organisation name Code P Address Post code Telephone no

ALDERTON SURGERY

ANGEL HILL SURGERY

AVICENNA

BARRACK LANE MEDICAL PRACTICE
BARROW HILL SURGERY
BILDESTON HEALTH CENTRE

DB3054
083005
DE3070
083059
DB3611
D8300&

Suffolk PCT ALDERTON HEALTH CENTRE
Suffolk PCT 1 ANGEL HILL
Suffolk PCT AVICENNA

Suffolk PCT BARRACK LANE MEDICAL CTR.

Suffolk PCT BARROW HILL SURGERY
Suffolk PCT THE HEALTH CEMTRE

IP12 304
P33 1LL
P22 2QH
1P1 3NQ
IP29 SDX
1P7 TEX

BOTESDALE HEALTH CENTRE DE3033 Suffolk PCT THE HEALTH CENTRE 1P22 1IDW 01379 898295
BURLINGTON ROAD SURGERY DE3008 Suffolk PCT BURLINGTON ROAD SURGERY IP1 2EU 01473 211661
BUTCHERS LANE SURGERY DB381& Suffolk PCT BUTCHERS LANE SURGERY €010 502 01747211821
CENTRAL SURGERY DE3048 Suffolk PCT CENTRAL SURGERY 1P11 7OT 01394 283197
CHILD DEVELOPMENT CENTRE VO0&ST Suffolk PCT HOSPITAL ROAD 1P33 3NT 01284 775003
CHRISTMAS MALTINGS SURGERY D83021 Suffolk PCT CHRISTMAS MALTINGS SURG. CB93HF 01440702010
CHURCH FARM SURGERY DE3036 Suffolk PCT CHURCH FARM IPISSER 01728452027
CLARE GUILDHALL SURGERY DE3076 Suffolk PCT THE GUILDHALL SURGERY COI0 BNY 01787 277523
CLEMENTS AND CHRISTMAS MALTINGS SURGERY 083012 Sufolk PCT CHRISTMAS MALTINGS SURG. CBFBHF 01440 703493

01394411641
01234 733008
01933681303
01473 252827
01284 810330
01449 740254

23456 >

Records 1-15 of 85 | Page 1 of 6 [

3. The list of practices is very long, so use the filter options at the top of the page to reduce the list:

e Type all or part of the organisation name or post code to see only those practices that have
matching details.

e 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.

Reports

NHS Supply Chain m

Help L ut

Home delivery

Patierts Ovrders Prescriptions Catalogue Dir

View Medical practice SUE RVDER CARE HOMES [TET/¥C)

Medical practice information

Telaphone No

0118 9352322

View patiants

Transfer patients
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READING
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Viewing patients of a practice

You can view all patients belonging to a particular practice and from the list displayed can 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.

2. Click View Patients.

The patients belonging to this practice are listed.

Home delivery ! NHS Supply Chain  [ALE LY
Patients Orders Pragcriptions Catslogu Virectory Reperts Elaing Sayer Halp Log eut
View Medica practice SUE RYDER CARE HOMES [TST/VC]

Medical practice information

Lead Nama ABBEY WOMENS CLINIC Organisation Code KELSTL

Address 9 ELDON SQUARE PCT

READING
BERKSHIRE
Past Code RG1 4DP
Telephone Mo 011@ 9352322
[ Hide Patients ] | Transter patients i [% Badk
Patient name D::H?f NHS number Address Postcode  Contactno d._:t?w
o7 Falvay Brooke 22/08/1979 16 Ashover Road ALFRETON DESS &FF 11fozf2010 ¥
Records 1-1 of 1

See ‘Understanding and using the list of patients’ on page 30 for an explanation of the icons and the
actions you can take from this list of patients.

If the patient’s GP practice is not known when a patient record is created, an ‘unknown GP practice’ is
assigned. Identifying all of the patients assigned to that unknown GP practice is a useful data validation
tool, and each patient’s record can be accessed to set the correct practice when it is known.
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Viewing, creating and amending patient records

Patient records can be accessed from many places within the application. Anywhere you see a patient’s
name forming a link, you can click it to open that patient’s record.

Finding patients already registered on the HDS system

You can find patients already registered on the system who are:

e Registered with a practice

* Assigned to an assessor (see ‘Viewing patients assigned to an assessor’ on page 18)
e Living at a particular care home (see 'Viewing details of a care home’ on page 22).

e 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.

ZE/TST CHARITIES & HOSPICES -« C

You can also search for patients if you know some of their personal details (name, date of birth, contact
number, NHS number and post code 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.

NHS Supply Chain m

Log out

CHARITIES & HOSPICES [TST/ZE|

SurTiane Forad s Date of birth Contact no NHS numbar  Post coda

If the filter options are not visible on the home page, click the icon on the Patient search bar.
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2. Type the criteria for your search into the boxes using the table below as a guide.

Surname, Forename, NHS Number and Patients whose names, NHS number or Postcode
Postcode contain the text entered.

Type all or part of the patient’s For example, typing Gre, ree or een in the
surname, forename or post code Surname box finds a patient whose surname

is ‘Green’. Gre also finds ‘Gresham’, ree also
finds ‘Gumtree” and een 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 deliver-
(suspended) ies have been suspended (for example, they may
Only available on full list of trust's patients have been admitted to 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:

e The default state is empty for the search on the home page

e 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:

e See which patients are overdue for a review by looking for the “@icon to the left of the patient’s name.
e (lick the patient’s name to open the patient’s record.

e See care home details (for patients living in one) by clicking the care home icon i to open the view
care home page (see 'Viewing details of a care home’ on page 21).

e Go to the Prescriptions page to create a prescription for the patient by clicking on the new
prescription icon «& (see ‘Creating a prescription’ on page 44).

* Go to the Create emergency or ad hoc order page (see ‘Creating an emergency or ad hoc order’ on
page 56) by clicking the Emergency icon @& .
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Viewing a patient’s record
View a patient’s record by either:
e Clicking a patient’s name anywhere it is displayed as a link.

e Selecting the patient from the list of Recent patients (available from the Patients menu).

A patient’s record consists of a number of pages, shown below. You may not be able to see 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.

Home delivery

Hatimnny Direers Prezcnpgtions -atalogus
View patient ‘Lamb Simon' CHARITIES & HOSPICES [T5T/ZE]
[ Patert | [ Clinkal | [ Hotes (1) | | Delivery Notes | | Prescrigtion | | Pending orders | | Delivered orders | | Collections |

Patient information

TOD BE OPENED BY ADDRESSEE OMLY

Ttla/'Salutatian Codamal Gandar Mala
Fawdiiama Simam Data of birth 28/09/1971
Status Dischargad Surnama Larmb
Cantat Ao Addibonal eantadt ma

hurss, 45 ssssar Jehn Smith NHE mumber tustatstil

ANDOVER PRIMARY CARE CENTRE OOH, ANDOVER WAR MEMORLAL COMMUNITY HOSPITAL CHARLTON

aF practice ROAD, ANDOVER

Delivery mformation

Dalivary addeaii

Mouse no [T} Homa delivary Yas

Addrass line 1 Dowmning Close Calivery day Wednmaday
Address line 2 Dalivery route: DHL Weekly Wed
Town BURY 5T. EDMUNDS Dalivery location ZE3002

Caunty SuMall Bag point 206003

Poat code 1P32 THU

Pra dalivary SMS nurmbar Peatt dalivary SMS numbar

Active L] Active Ka

Post delivery SMS contact

Address information

Akt delivery address Home address
Housa no Housa na
Address line 1 Addrass ine 1
Addrass ine 2 Addrass ne 2
Town Town

Counky County

Padt code Post code

Delivery mstructions

Pinim packsgng Wa
Delivery mnsbnuctions Cther [Flease specify in additional infarmation)

Additional information  lesve st door. will be slow to the doar

’Ed-l] |.': wale @re ganty of adhot ;.-u.'-l| [.T-----.luiJ .“ E ‘J |

e The Patient page shows the patient’s basic demographic details, including delivery and alternative
addresses — see ‘Recording patient personal details’ on page 34 and ‘Recording addresses’ on page
35 for information on how to edit these details.
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e The Clinical page contains information about the patient’s next of kin, cultural background and
communication requirements or preferences and a clinical summary of the patient’s condition — see
‘Adding clinical details and further demographic information” on page 39 for more information.

e The Notes page contains notes entered by assessors and administrators about the patient, including
details of contact with the patient — see ‘Adding a note to a patient’s record’ on page 39 for more
details.

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

e The Prescription page lists prescriptions for this patient.
o 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 indicates the prescription’s status and more details are shown if you hold your
mouse cursor over the image.

= The prescription is ‘on hold" — no callback within the normal time frame
8 A call back is expected
e A call back has been received

e 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.

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

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

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

e 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 patient record’ on page 38 for more information).

e Create emergency or ad hoc order takes you to the emergency order page (see ‘Creating an
emergency or ad hoc order’ on page 56).

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

e The Excel 3y and PDF = icons enable you to export the patient’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).

° The Excel option only shows information from the Patient page.

° The PDF option includes information from the Details, Clinical and Prescription pages as well.
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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 that patient’s record, you must edit it (see ‘Amending a patient record’ on page 38).

To register a patient:
1. Either:

e Select Patients and then Create new patient from the menu.

Trust seledton

e (lick Create patient when viewing a list of patients.

Home delivery v '- ' S Supply Chain  [NLERY

Fetiomta Ordars Frescripesans Catsleges Direc Halp Logout
Patients CHARITIEES & MOSPICES [TET/ZE]
Fre st Date of birth Comtatt no  NHS number Post cede Statwes
! ActiSun [l  Filter Claar
Patient aame 1"::'::4 MNHS puanibied Adadssge Poet rosde Contact ma d:l:-“:w
+«© Baar lobhay & oLMo1fL98% Windy Corsar 3 Homacreft . (P33 208 o*
g2 T san Bhil 0L 9E9 Windy Corans 3 Horgaorel . [P33 206 01934 378725 0OH2013 o%
Gresn Anasssl € 25/07/1932 1233347890 Slewpy Hollow 48 Blm Aves. NOLOSE) 0115123 3567 i+
gz Lamb Siman IR0 88 Dawning Claga BURY 57_ [P32 7THY 21082013 rL
oz Passncen Victor 11071987 1 Ol Dairy Yard Collaga St [P33 104 P
Patiantd Tast 3T/ 1211977 POVZABCDE GHLML NORQ. CFEF LAA

Test James IWIZHTT?  GOAFIEETTR T Glebe Soreer CASRPHILLY CFR3 BAD

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.

* You can enter full or partial names.

* You can enter the date of birth either using the calendar or typing it manually in the format
dd/mm/yyyy.
3. Click Lookup.

NHS Supply Chain m

reate new patient CHARITIES B MOSFICES [TSTITE|

Sumasrms raan

Farenama -
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You can choose to Skip the lookup, but this is not recommended.
Any patients whose details match those you gave are displayed.

NHS Supply Chain m

Batrares Hels Log ot

Create new patient CHARITIES BMOSPICES [TST/ZE]

Pre entry check
Bumame Green
Farehame Snanda

Datw of birth 01/12/A933 st ﬁ

RO

[cich hars to czctinus | <fipm—

e If you think an existing patient may be the patient you are looking for, click the patient’s name to go
to that record.
e If you still want to create a new patient record, click Click here to continue.

e The Create new patient page opens.

Recording patient personal details

Record the patient’s personal details in the Patient information section at the top of the page, selecting
from drop down lists or by typing information into a box.

Home delivery [l + | NHS Supply Chain  [ALE Y

Patients Orders Presciptions Catalogue Directory Reports e = Help Log ou

Create new patient CHARITIES & MOSPICES [TSY/ZE]

Patient information

TO BE OPENED BY ADDRESSEE ONLY

Tele/Salutation | <= Select a value <= WV Gander | == Eqluct 3 value == WV
Foranama John Date of birth 01/00/1916 5”55 w
Surrame Smith Status Actrve
Contact ne Additicnal contact ne [
Assessor W NHS number

B i |
GP practice | V| +

e 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.

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

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

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

e Check the NHS number carefully, it used to identify this patient throughout the NHS.

e Select the GP practice with which the patient is registered.

e [f the patient is registered with a GP practice in your trust, select the practice from the drop down list.

e |f the patient is not registered with a GP practice, or you do not know which practice, select
Unknown GP practice, which is the top entry in the list.
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e |f the patient is registered with a GP in another trust, click the + button to the right of the drop down
list. This expands the GP practice area to include a search option and another selection list that will
be populated with search results.

1. 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).

2. 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).

e vl
GP Search criteria | Adam ¢ | | P search @
GP practice
ADAM HOUSE MEDICAL CENTRE, 85-91 DERSY RD,SANDIACRE, NOTTINGHAM NG10 SHZ o v|
Select |

Cancel |

This does not transfer the patient to another trust, it 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 ‘Recording
addresses manually’ on page 38).

Patients living at home
If this patient lives in a care home, follow the instructions in ‘Delivery to a care home’ on page 36.

There are three address areas:

e The Delivery address (shown in red in the Address information section) is the usual delivery address. It
may not be the patient’s home; it could, for example, be a relative who is normally able to receive the
delivery on behalf of the patient.

e 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).

e The Home address is the address where the patient would be assessed. This need not be entered if
the delivery address is the patient’s 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 Searching... while the 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.
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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:
1. Click the Home delivery box to clear the box, (it is selected automatically) (A).
The page changes to enable you to specify care home details.
2. Select the Home name from the drop down list (B).
The address details for the care home are shown for you to check that you have chosen the correct

one.
Address information
Cars home
vome name Q@ i 9
Address line 1 48 Elm Avenue Dl sy Friday
Add line 2
Towvin NOTTINGHAM
County Mottinghamshire
Post code NG10 SEJ
Pre delivery SMS number Post delivery SMS number |
Active Active

Post delivery SMS contact |

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 ‘Patients living at
home’ on page 35.
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Recording a number for pre- and post-delivery SMS messages

You can record a number, usually a mobile phone number, to receive pre delivery and post delivery 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.

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.

e |f Leave with neighbour is selected from the list of delivery instructions, Plain packaging is
automatically selected but can be cleared.

e If Leave with neighbour or Other is selected, Additional information must be provided.
e |f Contact control tower is selected, Confidential access information must be provided.

Flain paciaging ¥

D#liedry iRETTUCHDAL | Lgvd w27 Pighbaur

Praferably no &3, bet £ 0o anErar then 3§

Rddtomal imor—atizn

Canfdential pocess
nige mation

3. Record any Additional information, for example “Knock loudly as patient is hard of hearing”.
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 ('None’ and 'Other’ are 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.
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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.

Home delivery

Pa slogus  Direc

Create new patlent CHARITIES & HOSPICES [TST/ZE|

Trie/Eabsation Miss Gander Female
Surfarme draar Date of brth 011241982

Forsnams Arnands vome delisery Tax

of Patient ‘Amands Green' created succasshdly

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.

e |f you are currently in ‘automatic’ mode, [Manual] is displayed.

e |f you are currently in ‘'manual’ mode, [Automatic] is displayed.

Delivery information
Delvery addrece g [Hanuasi]

House no Unit Ta Prograss Way - Harree delisry o

e 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.

To edit a patient’s record, click Edit at the bottom of any page in the record.

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

e Patient — edit the information on the Patient page using the instructions for adding a patient (see
‘Registering a patient’ on page 33). The information on this page is primarily contact and delivery
details.

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

e Notes — see ‘Adding a note to a patient’s record’ on page 39.

If you have the HDS Enquirer role, you can add notes to a patient’s record at any time, without needing
to select Edit.
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Adding clinical details and further demographic information
The Clinical page is split into three sections:
e Patient clinical information holds ethnicity, language, carer and next of kin.

e Clinical information holds basic clinical details about this patient, including discharge details (see
‘Discharging a patient’ on page 42) and date of death (see ‘Recording the death of a patient’ on
page 42).

e Patient reviews enables you to specify review dates for this patient.

Home delivery r——/\/ S

armend patient Anderson Amelia SUE RYOER CARE HOMES [TST/VC

-Pm Chn AI “DR!(

Patient clinical information

Eidwic graup Bemish ek et of hin ralabsrahlp  Relatiee
Langusgs Englizh - Maxt of kin name John Andersen
Irtarpewtar raogudned Maat of kin contat na 0149 123456
Carur e John Andersen Former sumamae Jachson

Carar corkact o O011= 1234596 Addtisrad farersne

Clinical type Eidery v  Raferral date 02/12/2013 ]
CHinicsl condmon S 8 - Digchaige date [Fi “
Hevier Pancd Dufedt (12 months) « Diachargs resson -

Dacasced date B

Thare are ne iteme ta dleplay

Azrsrrmant date . Arrarzes -

Adding a note to a patient'’s record

People with any HDS role (including Enquirer) can add notes to a patient’s record.

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

Click Add Note. Your name and today’s date are recorded automatically. A message is shown confirming
that the note has been added.

o Note added successfully

You cannot change or delete existing notes.
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Changing delivery day
If you change a patient’s Delivery Day (on the Patient page), any prescriptions that are amended to
accommodate the change are listed.

Home Delivery _ —— \/HS

rders  Praseng

Cataleges  Diractery Dalivery . . Leg o
amend patient Evans Johr MANCHESTER MENTAL HEALTH PARTHERSHL® [TST/Ma]
Patient informatian

Tithad 5 alutatesi M Gandari Mala

Surnama: Evany Date of Barth: 01/01/1908

Foransms| Jahn Harres deliang: T

Prescription name Previous next delivery dats Mew next delvery dats

e pESHp 15082007 1R 1 /F00T
wane 12/02f2007 15%02/200T
wills 26M2007 DI I0T
rawpiie RO z007 QIMAFOOT
snpcher et 2e/02/2007 01/0/200T
Jaireas Tasr 26M02/2007 D10 I0T

J Pabert 'Evans John' saved successhully
Az & resuit of the delivary day being changed for this patisnt, the above prescriphons mere sutomstically 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:

Find the patient’s record and click the Clinical tab.

Click Edit at the bottom of the page.

Click the calendar alongside the Assessment date box and select the date that the review took place.
Select the name of the Assessor from the drop down list.

Click Save changes. A message is displayed if the record is successfully saved.

ok N =

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 "Patient reassessment report’ on page 65.

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 pages in the patient’s record.

e If orders exist that have not yet been delivered, the patient cannot be transferred, and an error
message is shown (see example below).

e |f there are no outstanding orders, the Transfer patient to a new district page opens.

Home DE“VEW z +} NHS Supply Chain m

View patient BRACKNELLE JEAM SUE RYDER CARE MOMES [TETivC)

Cancel
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2. Select the new district from the drop down list.
3. For patients in their own homes, select the new delivery route.

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 status of ‘suspended’. The patient’s record can then be updated by the new district
and a delivery route agreed with a distributor.

Home delivery [ il rmra \HS

P Esperzz  Dalivary M arsh Fu Halp Log o

EY SUE BVDER CARE MOMES [TST/vC]

Transfer patient to new district

Aig pouy FUre wos wigh to teansfar patiant Amalis Andargon’ to snothes Seteict?
Déatrict to tranefer the patient to w Galect & valus - -

Drfivary Rowtta bo rahiler the pabert b0 - Baleit & vilue — «

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.
5. A message is displayed confirming that the transfer has been successful, and the following changes
are made:

e 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.

e 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).

e (Clinical information, review date, and previous order history are transferred.
e The ‘reviewed by’ person is set to the username of the person transferring the patient.

e The nurse assessor is cleared.

NHS Supply Chain m

r Halp Logour

View patient Hancock Bot SUE RYDER CARE HOMES [TST/YC]

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

Click here to return to the pabent list
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Discharging a patient

To discharge a patient, you must change that patient’s status and set a discharge date and discharge reason.
e The patient’s Status is set on the Patient page in the patient record.

e Discharge date and Discharge reason are set on the Clinical page.

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 patient’s record or when confirming the call back
information for a care home (when multiple deaths can be recorded simultaneously).

Recording a death in the patient’s record

To record the death of a patient:
1. Change the patient’s Status to Deceased on the Patient page.
2. Enter the Deceased date on the patient’s Clinical page using the calendar.

Recording a patient’s date of 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 call back check list 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 check boxes to the left of their names
(or select the check box 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:
e Their Status (in the Patient Information section of the Patient page) is set to Deceased.

e Their Deceased date (in the Clinical information section of the Clinical page) is set to the day that the
death was recorded.

e A note is added to the deceased patient’s Notes page: “Marked as deceased during care home
delivery confirmation.”
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Managing prescriptions

Prescriptions specify the products to be delivered to patients, including the quantities, frequency and
delivery days of items.

Viewing prescriptions

To view all prescriptions for your trust, select Prescriptions and then Prescription list.
To view prescriptions for a specific patient, select the Prescriptions page in that patient’s record.

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

Type part of a prescription name in the first box to see only prescriptions where the name contains
that text.

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.

Home delivery whs supply chain (LAY

Patients Orders Prescripoons Catalegue Directory Reports Delivery  Trust nomes H Help Log out

Prescriptions CHARITIES & HOSPICES [T5T/ZE]
Prescription mame Next debvery date bebween
i R il R Al v [Fner] oo |
Prescription name Patient Al
- Deceasad =
Tast 444 Simos Lamb - Discharged 2 5 E£402 0
- Suspended y
callbeck Sally Gamble Callback <o it 0 ) 13 £4z85
- Delivery failed =
P ' % o
Pads and Pants Philip Gibson Callback e Cxilimcic sl . 2 9 £1335:)
Test 44 Harry Gamble Callback - No activa products Ly 1 33 fe3d.s0
= Prescrigtion invalid .
callback John Babceck Callback 18/08/2015 4 - Patient In Hospital 1 3 1806 T
auto John Babcock Autsmatic 20/10/2015 tf.fllcann“'k pending 1 2 ras
Callback confirmed
g Aute washabla Jshn Babeack Autematic 20/10/2015 27/10/2015 1 wask 1 7 £66.36
Washablas Jahn Babzack Callback 18/DB8/2015 02/02/2016 24 Waak 1 [ £:3,33ﬂ
[ Create prescripton ‘ Records 1-8 of 8

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

When viewing a list of prescriptions:

Click the prescription name to open the prescription to check details or make changes.

° 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 ‘Creating a prescription’
(below) to understand how to enter the information.
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Home de|lver}’ .. NHS Supply Chain m

Fa de prices Catabagque Directory Repets Delivery ] Help  Log et

View prescription "Night-time pants CHARITIES & HOSPICES [TST/ZE|
Prascription nafme Hight-tirmae parts Cyda langth 2 Waak

Patisnt names Arnabsl Grean Laet dulivary date

Presaription type o atic Hawt delivary date 02013

Cars home: Slespy Hollow Dalivared sis DHL Supply Chan

Crasted CLIMR 20/00/2013 16147132

Authorised PECKS 11/1 /2015 12: 06114

L Currmnt Lne Line
Drwersth Owerstle Oty Value

Uit Issue  Pricing  Daily Req  (yde Reg

Fosation pants for use with gads with
shartar leg Euvren nat pants comfert supar
small Euron Mt Comlort 12210051
ONMTEX LTD { HOME DELIVERY) & &

CFRLO4M Packaf 3 1+ 206 2 i i o 6 £12.36

Tetal 8 @12

Edit Bach

e Click the patient’s name to open the patient’s record.
e Place your mouse cursor over an icon to the far right of a prescription to see a message about it.

e 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:
e Select the Prescriptions tab and click Create prescription.
e (lick Create prescription at the bottom of the list of current prescriptions.

A blank prescription form is shown.

1. In the 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 drop down 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 drop down menu.

e Automatic prescriptions are delivered regularly without outside intervention.

e Callback prescriptions require a patient, a 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.
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Home delivery

Patieats  Onders  Prascrptons
Prescriptions

CHARITIES B HOSPICES [TST/ZE]

Prescription Infarmation

Craicription Hame lrcartinanos Padi and Cants Cyda langth
Patisnt nams Geaen Annabel (23/07/1932) w Last delivery date
Praiiption type 2o et Maxt dulivery dits /L2013 -

WL Descriplion

Uit Issus  Pricng Dadly Rog  Cycle Reg :.:::'_ o S, -

] Dversii Qty Walue

Prescriptions for patients in a care home automatically use the prescription type of the care home.
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 for the patient’s
region.

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.
Type an NPC code into the box.

Home delivery v + !

Patiears Onders Prascrpdons Catalogee Dire

5 Dalivesy

Prescriptions

CHARITIES B HOSPICES [TST/ZE]
Prescription information

Praiciplion mame Incartinancs Padi and Pants Cyda lamgth I Wash o

Patiant name Geeen Annabel (23/07/19337) w Last dalivery date

Prasciption typa Nuxt delivery dats WL -

NPL Dascription

Unit lssue  Pricing Daily Reg Cycle Reg Il':::ﬂ,lj. lr::r:ﬂ.’ :;:: I;:;.e

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 LALEAY

Patigats  Ovders criptions Catalegue Directeey Help  Log st

Prescript lons CHARITIES & HOSDICES [TET/2E]

Prescription infarmation

Prapcription nams Incontingnce Pads and Pante Cycle langth 2 wWaak o
Patiant name Graen Annabel (ZT0TIL932) « Last defvery date
Prescription type Automat Hext dulivery date 20¢12/2013 »

Line
Dversth

Unit Issus  Pricng Daily feg Cycle Reg

o CFP1101H Shaped pad absorbency band [2  Pack of 28 1+ 146 2 o ] ] o £0.00 3¢
Soft uira misi CBhaged pad
abseebency band 12 Softulva
mini 0 Ameads 205073
ATTENDS LIMITED (HDS) O

Tetad Lt} £0.00

9. Specity 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.

+ i & NHS Supply Chain m
s  Delivery A

Help Lo aut

Home delivery v

Parienns Snders escripions Cataleque Directary  Fepor

Pracoriptions CHARITIES & HOSPICES [TST/ZE]

Prescription information

Fresoription namae incontinence Pads and Pants Cydle length Z2Week
Cabiant farme draen Annabel (25/07/1932) » Last dalivery data
Pragcription type Aarto st et deduery date 0301 »

Cuww Liree  Liret
Orwurwth Qty  Value

[V CFR1101H Shapad pad sbierbancy band [2  Dack of 28 1+ 1.46 L] 70 14 (i ] 3 £4.38 ﬁ
Sol ultrs mini OShapad pad
abserbancy band 12 Soft ultrs
mini O Attends 205075
ATTENDSE LIMITED (HDE) 5

| Tatal 1 £4.38

Unit fssue  Pricing Daily Req

S AL Carcel | Dalats I

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.

L) vour prescription value does not meet the minirnurn of £10.00. Please increase the cyce length 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 box on the patient’s 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.

To find a product in the catalogue:
1. While creating or editing a patient’s prescription, click Catalogue on the menu. The Product search
page opens.

Home delivery &

Patients Orders Prescriptions [ESEISIEGLIEN Directory Re

Prescriptions =

Prescription information

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

e 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.
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:

w

e Home delivery products are delivered by the distributor.

e HDS direct products are delivered by the supplier directly to the patient’s home or to a care
home. These are likely to be products that the patient requires less frequently.

5. Click Search.

I + NHS Supply Chain [EZZE

Product search CHARITIES & MOSPICES [TST/2E]

Home delivery

Patieres  Orders  Prascripeiar ealegue  Dirsc

0 rets &l » | Home deliver Swarch & ¥our prascripgton costaing 1 Snes

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.

vV +

Orders  Prascriptians  Catalegue  Direc

Home delivery

Product search CHARITIES & MOSPICES [TST/ZE]

[ T &ll » | Home delivery ® Your prascriptian costaing 1 Snes

Unit of
[T

Absarbeat pul-up paars 413 Tena paras discrest madim. Tans 7#2300 SCA HYGIENE PRODUSTS (HOME

CFPIZEIH Pack af 12 B4 4.7
DELIVERY) O
Pants adults Adulte badtima paraz w-emall 287 w0 30% 71 ta Téam white halde S00mls P & S Heslthcars Ltd

CFRIZ8IH Euch 1e 1382 3§
1S0L0IW P & 8 HEALTHCARE LTD (HDS) &

HD-MJ adeirs Adalts badtima paras srall 30° 1 327 76 wo S1cm white helds SO0mis P & 5 Healthe sre Ltd

B R L A L T L

CFPE 254 Each t+13.52 O

The number of lines in the prescription increases to show that the product has been added.
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Home delive ry _‘I NHS Supply Chain m

Prochuct search CHARITIES & HOSPICES [TST/ZE]

N

O s all w | Home dalivery « | Saarch B Yeur prescription coataing ¥ Bnes

Pante farrale Ladier comon comfy paste phos dreef T6d 35-60inch 148-183cm whime §80mie shesrbancy
CFP12B4M Esch tensn 3
baristric ® & 5 Haakhcars Led 300208 £ & S "EALTHCARE LTD (HDS) O

bhsarkass anlloan ssntbe A1 % Tans nants darosnst sadinm Toss TAIWAN 54 WVATEWE DBARIIETE Nt E

7. Continue searching for and adding products.
Because a prescription can only contain either HDS Direct products or Home Delivery products, once
you have 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 pads
and inserts.

Absorption capacity bands and ranges

s T oo i [ et G L W

sumber Capacity () Eapacity (@) """ @) pumbar  capacty (g} capacity (3)]
1 ] 4% S0
F? S0 ol 6
13 100 198 100
[14 200/ 299 100
| 300/ 448 130
16 480 599 1%0
F? €00 799 200
1 L11] it 200
bl 1000 12489 250
1o 1280 1499 250
1z 1500 1799 300
nz 1800 2099 200
ns 2100 2477 400

114 300 207 400 014 1300 1699

ns 2900 3299 400 D13 irao 2098

400 =13 2r00 2477

400 017 2s00 2099

o1e 2990 229

400 =5 300 I

400 ©20 aTao 4099

400 o1 4100 4499

400 D323 4s00 4079
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Suspending a prescription

To suspend a prescription, you must find it and edit it. See ‘Viewing prescriptions’ on page 43.

e To suspend an entire prescription - for example, because the patient has been admitted to hospital -
change the Next delivery date to when you want the deliveries to restart.

To suspend an individual item, clear the box to the left of the NPC on that line.

I smalages  Direce

Home delivery

NHS Supply Chain m

Fatisn Y

CHARITIES & HOSPICES [TST/ZEL]

Prescription information

Ermrcripbion rame Might:time pante Sucle langth 2 Wesk v
Fatiant name Temae Are Lart dalivery dute
Frarcipbon byoe Maxt dalivary date 20/12/2003 -

eacription

Unit Tess  Prscing  Doadly Rsg Une Carr Una  Uns

Cycla Rmgq 0
u FRIOR4H Finacion pants for uge with pads  Pack of 3 I+ 2.06 2 b

with shertar leg Euron net pants

comfort supar smallFimation

wanss for uge with pads with

whertar leg Euran net pants

comfort supar small Earen bat

Camfar 12210031 ONTEX LTD

( HOME DELIVERY) | O

Dhvmrsth Oty Valus

z 0 6 E12.3% 3¢

Total 4 £12.3¢

e Canoal Delete

Save your changes. Suspended subscriptions are marked with the ‘stop’ icon (€@).

Patient owi prs

HOl’ne deil‘v'ery 4 NHS Supply Chain m

ng Catalogue Crirectery Help Legout
Patients MANCHESTER MENTAL HEALTH PARTNERSHIP [TET/MG

Surniame [ Dats of birth

Contet e NHS namber  Post code

i k| [ clow |

Patient name g

bisth NHS number Street Post code Contact no IJ:H-\-:‘F.-
@ Applegite Dorean 14/09/192% ABBEY COURT 1M (DERBY) ... DESS 4G
Applegats Doresn 10/01/1978 1T Downing Cloxe BURY ST, ... [P32 THU

To suspend all prescriptions for a patient, change the patient’s Status (on the Patient page) to Suspended.
The ‘stop” icon (@) is shown alongside the patient’s name when viewing patients.

49  www.supplychain.nhs.uk




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 list of that patient’s prescriptions
are shown. You must select and reactivate them if you want the prescriptions to resume.

Home delivery [l = '- T [\/ S |

ernend patient Cruickehark Richard HANCHESTIEN MEMTAL HEALTH PARTHERSHIR [TETIWI]

ruch rhark Dabe of burth: LT/O/ L MO0

Tithas ol utwtin i o, Anrdeme Malw
Baurmarre =
"

Fora i whard e rTee— i

The fellewmg prescrptions may need to be reactivated For this patient.
Tick the broes far the prescrptions shich you sould Kis o resttyate and then dick ths Rastmvats sslscted presorgtians’ button

B et - Bress rophian bpper | ank dekvery date a8 e ey e b

™ colback 2 waskly Calback TRI0NT 1rewe07 2 2 Wesk [T

Deleting a prescription

To delete a prescription, you must find it and edit it. See ‘Viewing prescriptions’ on page 43.
1. When you have identified the correct prescription, click Delete.
2. You are asked to confirm you request — click Delete.

3. A message is shown confirming that the prescription has been deleted, with two links; one link will
take you to the prescription list and the other link will return you to the patient’s record.

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.

1. To update a product across multiple prescriptions:

2. Select Prescriptions and then Global update from the menu.
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.
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Details of the selected product are shown for you to check that you have the correct product.
Home r:jt'—3||".r’E.‘f],aI g I NHS Supply Chain m

slobal prescription update CHARITIES & HOSPLCES [THTV2E]
Piedusct code CFF1S1%h CFPASL5H - Shaped pad sbaortarcy band [7 Ansrm. mre -
Bare deroriphion Sheped ped stomtency bend 1T

Secondary Sercipbion AN T el

Brend o Uni of trrun I0Beg By

Broduct code

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.

Home delivery v + ! p—————— N\ S |

wlare  Fvsccrip

ld pruduct cede

Preduct code CFPLZLTM CFPLSLSM - Shaced pad sboarbeny band 17 Anamini mini -

Bara desmiphion Ehaped pad sbiorharcy bard |7

Gscondary deroiption &nsmini mni

Brand ] e of innem 70 hap Pricw
P att sk HITETTY CPPRLO8H - Shapad pad sbisrbanis band 08 Sl 5 =
Bare desoiphon thepsd pad staortarcy bard 1D

Swcondary dasoplion toh 2

Brand Adbards Sokt Unt of aaue M Pack Prce 1+109.%7

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.

v

lobal presoript update CHARITIES & WOIPICES [TETZE]
Preduct tode CIPLELSH CPPLELEH - Bhapad sed ebaorbency bend 1T Anemind mini -
Gais cacoiptan Shaped pad sbscibency band 17

Secondery deroighen Ansmers mire

Grend o Uink of irsus 20 beg Evics
Broduct o creLige- CFPLIOBM - Shapad oed sbacrbency band 18 Scf 9 -
e O E N Ehaped pad sbiwvbency band 1

Secondery depmriphon Tof Y

Grand artendr Gof Unk of waus 3 Pad Brks 14 10957

::‘.-..m"""" Ol Bty P B ity O s s i
2 Padp 4rsf Fyrey L] E ] 4 e T
3 i ed P L Wy L] €340 L9671
I L P T Wi 3 2 o0 £371.14
[ . ]
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5. e Alist of prescriptions that contain the old product are shown at the bottom of the page.
e [f any prescriptions already contain the new product, that prescription will not be affected
by the update.
6. Optionally click a prescription name to see the full prescription.

Prescription Information = X

Line Line
Oty Value

Descrption Unit Issue  Prcing Daily Reqg Cycle Reqg

Fixation pants for use with pads with shorter leg Euren net pants comfort super

CFP1094H, mall Euron Net Comfore 12210051 ONTEX LTD (HOME DELIVERY) @ o ok *f3 103925 b 3 aLe
CFPI!\I'SHSh“.d pad absorbency band I7 Anamini minl 1D S0004520 ONTER LTD ( Bag of 20 ¢ 84 8 £0.00
HOME DELIVERY) O
& £1170.75

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

7. Select the prescriptions that you want to update or select the box in the column headings row to
update all prescriptions.
Click Perform update to update selected prescriptions.

PrescHption Patiant Naw ling
eba Pt Gender 0ld line gty New line gty Old line value S Message
== Phil
11 ZE Pads and Pants . Male -] 3 £0.00 £556.71
Gibson
. Simon -
ZE Lamb-PadsPants Male 3 () £0,00 £0,00 Mot selecred for updare
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.
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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 from the menu.
NHS Supply Chain m

Pack Halp Leg our

Home delivery

Prascriptions Catalogus Directery Reports Dalivery

Patients [EEER S

ates

B Lavest orders

SUE RYDER CARE HOMES [TST/¥C]

Creste emergency o

Filters at the top of the page enable you to filter the list by order number, local reference, NPC, order
type, delivery status (see ‘Status messages’ on page 54 for an explanation of their meanings) and delivery
date range.

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

Home delivery [ + ) TR \/HS

Patients Orders Prescaptions Catalogue Directory Reports Delivery Mrz Sarah Peck Help Log out|

Latest orders SUE RYDER CARE HOMES [TST/VC]

Order no Local ref NP Order type Delivery status tadiest delivary date

- - e g R Ficer| cler|

Eariest del

Ref Patient Local reference Order owner Delivery status Order date Value

date
3T611H Bamey Testingtve & test 2 - 4 veek Geoff Smith Unallocsted 09122013 28/11/2013 £39.90
37610H Fred Testingona fy Tastl - 4 veaks Gaoff Smith Unallecatad 09/12/2013 28/11/2013 £13.24
37609H Betty Testingfour L test four - 4 waek Geoff Smith Unalloc ated 09/12/2013 28/11/2013 £8.12
3T608H Wilma Testingthree #  test 3 - 4 veak Geoff Smith Unallocated 09/12/2013 28/11/2013 £56.98
37607TH Wilma Testingthree #  test 3 - 4 vaak Guoff Smith Unalloc atad 09/12/2013 28/11/2013 £56.88
ITE06M Barmney Testingtwo & test 2 - 4 veek Geoff Smith Unallocated 09/12/2013 28/11/2013 £39.90
27609+ Fred Testingone @ Tastl - 4 veaks Gaoff Smith Unallocatad 09/12/2013 28/11/2013 £13.24
37S581H Fred Bloggs Adhoc order Mr Christisn Limb  Unallocated 18/11/2013 08/11/2013 E£15.48
37580H E Bloggs Adhoc arder Mr Christian Limb  Unallocated 13/11/2013 08/11/2013 €£26.48
273794 Fred Flintstone adhoc ardar Gaoff Smith Unallecatad 29/11/2013 08/11/2013 €£33.07
375794 Fred Bloggs Adhoc arder Geoff Smith Unallocated 18/11/2013 08/11/2013 £2€.48

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 ‘Delivery failure reasons’ on page
55).

e 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.

e |f no signature is available, the words ‘Signature not available’ are shown instead.
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Home delivery o) - iy e RS

5 Pre ne Catslogue Directory Rep " U . N Sayer Admin  Help Log ou

CARE HOMES [TST/YC]

View order

Order information

Order number 15470H (399531) Local reference Andrew £ prescription
Patient name Andrew Witham (12027) Order Type Autormatic

Delivery route: DHL:iroutemeon (1042) Delivered via TEST Y DHL Link
Craated Elaine Sayer 20/01/2010 12:29:04

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

Last updated 27/01/2010 14:41.:128

Descmption

CFP4 nsr«f;::"; ;e? (;:::?:7:;:::1 ':j:::l?i S A 16 16  25/01/2010 DELIVERED £44.32
ZEZODOH Delivery Charge HDS Whiteleys O 1 1 25/01/2010 DELIVERED £35.55
ZEZ002H Sarvice Charge O 1 1 2%/01/2010 DELIVERED £6,32
Tatal £56.39
Delivery information
24 Delivery status Delivered

Cowning Closa
Requested delivery date 25/01/2010

Dalivary addrass BURY ST, EBMUNDS

Suffolk

T Thik) Expected delivery dste  01/02/2010
NPLC Non delivery reason Comments Signature uneQty Delivery Timestamp
CFP4D5H Deliversd HS Comments Sughgtgr1 6 270172010 15:0%5:42
CFP405SH Patient not at home (unable to access) HE Comments  Si 010 14:35:26
CFP4DSH Delivered HS Comments  Si D10 13:46:38
CFP40SH Patient not at home (carded) HS Comments  Si 010 13122126

Back I

Status messages
Listed below are the order status updates sent from the distributor’s warehouse system. These appear in
the status of latest orders and are used in the criteria for reports.

® In progress e Delivery failed
e Pending (usually applies to collections) e Delivered

e Unallocated e Cancelled

e Allocated e Picked

e Dispatched.
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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.

e Address not found e Patient deceased

e Incorrect address e Patient in hospital

e [tem not loaded (3PL issue) e Patient refused delivery

e Patient not at home carded e \/ehicle breakdown/accident (3PL issue)
e Patient not at home uncarded e Driver was out of time (3PL issue)

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 to view these updated 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.

Home delivery v " ' NHS Supply Chain  [NIREY

Patients Orders Prascriptions Catalogue Directory R yer  Admin  Help Log out

View order SUE RYDER CARE HOMES [TST/YC]

Order information

Order number 15447H (399522) Local reference Presc Testpat CCSSS5 1022 19
Patient name CCS55 1022 19 Teskpat (12169) Order Type Automatic

Cara homa: Test CH3 YC1 (101432) Daliverad via TEST YC DHL Link

Craated Jamaes Spibey 11/01/2010 17:07:40

Authornsaed James Spibay 11/01/2010 17107140

Last updatad 11/01/2010 17:07:40

Descrpbion

All-in-one pads abeorbency band D17 Medium extra plus waise gize B0~
CFQOT4M 10 i0 18/01/2010 DELIVERED £08.00
Q 12Scm Euron Form 14326280 Ontex Led { Home Delivery) O iz

All-in-one pads absorbency band D18 Large extra plus waist size 115-
CFQO7aH 10 o 18/01/2010 STOCK SHORT £101.80
155cm Euron Form 14336280 Ontex Led { Home Delivery) O

S Stock Shertage Est.
All-in-one pads sbeorbency band D19 Medium super plus waist size 90+
CFQOT7IM 10 5 18/01/2010 Restock 15/04/2010 £99.60
i ’ 12Scm Euron Farm 14328280 Onten Led ( Home Delivary) O ! ;D’.T;.“d

CFQUBOH All-in-one pads abserbency band D21 Large supsr plus walst size L19- 10 o 18/D1/2010 STOCK SHORT £132.70
155¢m Euron Ferm 14338280 Onten Led ( Home Delivery) O
All-in-one pads sbsorbency band D18 Slip reqular plus 10 medium

CFQOE1H manimum vaisthip size 80-110cm edour protection system Attends 10 10 18/01/2010 DELIVERED £71.90
201459 Amends Limived (Hds) O

All-in-one pade sbrerbency band D16 Slip sctive B large maximum

CFQOB2H waist/hip size 100-145cm odour protection system Attends 201336 i0 i0 18/01/2010 DELIVERED £85.60

Amends Limited (Hds) O
ZEZDOZH Service Charge O 1 a 18/01/2010 IH PREOGRESS £6.92
Total £505.72

Delivery information

Test CH3 ¥C1
1

Stodk Shortage

Delivery status

Dalivary addrass College Street Requested delivery date 18/01/2010

Mo Raunas Expected delivery date  18/01/2010
NPC ron delivery reason Commants Signature LinaQty Delivary Timestanmp
CFQO74H Dalivared HS Commants Slanarure 10 26/01/2010 18:00:20
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Cancel an order
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.

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 (1.30pm) to
receive next day delivery. If you miss this deadline, orders can be sent along with the following day’s
regular 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:
e Selecting Orders and then Create emergency or adhoc order from the menu
e (licking Create Emergency or adhoc order at the bottom of one of a patient’s pages.
The page opens.
2. If you selected Create emergency or adhoc order from the patient’s record, the patient’s name is
displayed automatically. Make sure this is the correct patient and change it if necessary.

Create emergency or adhoc order

Patient information

Patient name Babeock John (04/11/1543) » ®

Local reference Emergency

Requested delivery date Emergency: 20/10/2015 *  ODrder must be placed befors 13:30 for next day delivery

26/10/2015 e - LineLine
27/10/2015 | nitissue  Prcng gty value

02/11/2015
03/11/2015 Total © £0.00
09/1/23015 B r -
10/£1/2015 Chackeut ] [Teaex
16/11/2015 . - o
7/13/20
Prescription auto; Next ;3{::?0::
D ot 24/11/2015
P 30/11/2015
01/12/2015
CFPOL0H All-in-one pads absinz/12/2015

ATTENDS LEMITED DB/ 12/2013

Linalina
qty valua

75-110cm Attands 201310 Packof28 1+ 8.39 2 E17.a8 j

Unitt issipe  Pricing

14/12/20458

: ik
Prescription callback; Nkt
21/12/2015

PpC Dascrption 12/2015
28/12/201%

CFR1111H Shaped pad with ak

Lineline
aty value

ds 205198 ATTENDS LIMITED Packof40 1+ 6.02 3 £18.06 _i

Unit issise  Pricing

(WDS) & O

Prescription Washables BEiloEgt]
15/01/2016

PC Description 25/01/2016
26/01/2016

VMUZ1SH Underpads virgin fly 5‘1-’_02-:2015 _ wora Euren 16242281 ONTEX  Bagef28 1223 & E13.38 j
LTD ( HOME DELIVER s oo 118

Lineline

Unit isswe Pricing
aty value
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The Local reference is set automatically:
e Emergency is displayed if the first possible delivery date in the list is selected.
e Adhoc order is displayed if any other delivery date is selected.

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
‘Finding catalogue items’ on page 47).

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 patient or the patient’s representative must
telephone to confirm that the order is required.

To confirm a single prescription while viewing prescription details:
1. From the Prescriptions page of the patient’s record, select a prescription name to view details.
2. Click Confirm Callback.

Home dellvery ' + "I' NHS Supply Chain m

Patients Onders Prescriptions Catalogue Directory Repoms Defivery  Trust notes & Pack Aamin Help Log out

View prescription 'Pads and pants' NHS LIVERROOL CCG [TST/J8]

Prescription information

Prascription nama Pads and pants Cycle langth 4 Waak
Patient name Samantha Allsop Last delivery date
Prescription type Callback Next delivery date 20/04/2017
Delivery route: Leicester Thurs Delivered via Training Distributar
Created CTATALIA 10/04/2017 16:26:05
Authorised PECKIP 11/04/2017 13:13:47
NP Description Unit Issue Pricing Daily Req Cycle Reqg Il.;t“: \::;
All-in-one pads absorbency band D19 Large 100 o 150cm Back Sheet PE Back
CFQa23H S Pack of 14 1-821 1 28 2 £16.42
Sheet Arends Ship Regular Plus 10 201473 ATTENDS UMITED (HDS) &l O
2 £16.42
|Confirm Callback
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Confirming multiple prescriptions for patients living in their own homes

To confirm multiple callback prescriptions simultaneously:
1. Open the patient’s record and select the Prescription page.
2. Click Confirm callbacks.

Home delivery v, ._ : s supply Chain [N LIRY

Patients Orders Presciptions -:J'aicg.m Direciory Raporis Delvery Thost notes e Pack Admin Help Log out

View patient 'Allsop Samantha’ NHS LIVERPOOL CCG [T5T/38]

Patient H Chnical | | Notes (2) | [ Delivery Notes | Prescription Pending crders | | Delivered orders | Collections |

Prescription type Last delivery date  Next delivery date Cycle length Lines Qty Value

Pads and pants Samartha Allssp Callback 20/04/2017 4 Wask 1 2 asa R
Beits and sheers Samartha Allsep Callback 25/08/2017 2 Wask 2 s wnpy

!"ar-:"er| [L‘cn*-m-. callbacks| aj =

Edit] |Cfeatc emergency or adhoc order

If the prescriptions have different delivery dates, a warning message is shown.

A warning is also shown if any prescriptions are held.

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.

w

Home delivery hE - NHS Supply Chain [N LL 1Y

Patierts Orders Prescriptions Castalogue Directory Reports Defivery  Trust notes Peck Admin Help Log out

Prescription confirmation for 'Samantha Allsop' NHS LIVERPOOL COG [TST/J8]
Unconfirmed prescriptions

Pads and pants Next delivery date 20/04/2017 Confiern 4 |

Uit of
Issue agty.

CFQe2sH  Allin-one pads absorbency band D19 Large 100 w2 150cm Back Sheet PE Back Sheet Amends Shp Ragular  Pack of 14 2 £16.42 h‘j
Plus 10 201473 ATTENDS LIMITED (HDS)

Beltz and cheeot< Next delivery date 25/05 /2017 Confirm /| I
Umit of
I=sue qty.
CFP1239H Beh product for moderate to heavy incontinence D16 Large 85-135cm Textile Back Sheet TENA Flex Plus  Packof 30 1 £12.54 ¥
723330 SCA HVGIENE PRODUCTS (HOME DELIVERY)
CFP1241H  Belt product for moderate to heavy inconbnence D13 Small 30-80cm Textile Back Sheet TENA Flex Super  Pack of 30 4 £44.76 W
724130 SCA WYGIENE PRODUCTS (MOME DELIVERY)

5. Click Confirm callbacks.
You can confirm the same prescriptions again: the most recent confirmation date is used.
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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 in that
patient’s record.

Collections following the death of a patient

Changing a patient’s status to ‘deceased’ does not mark the associated requisition point as inactive. This
means that collections may still be made and credits applied to the requisition point.

Reports

Two menus contain reports.

The main Reports menu contains two individual reports and two groups of reports:
e Service report

e PCT stock service level report

e Financial reports

e Patient reports.

Home delivery ' NHS Supply Chain  [ALE Y

Patients Orders Prescriptions Catalogue Directory Help Log out

Welcome SUE RYDER CARE HOMES [TST/YC]
Welcome =
You are now accessing the Home delivery service fro Summary report
A 2 Financial line detail report
Trust selection T o

Care home financial report

Connect

YC/TST SUE RYDER CARE HOMES

HDS assessor District spend by GP report

Distributor information

HDS enquirer District spend by nurse assessor report
Name DHL Supply Chain
Address Longcroft Road
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.
e The period you want the report to cover.
e 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.
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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:

e 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.

e 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 quantity of stock shortages and the

percentage of achieving the service level.

e 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.

[INHS |
NS Supply Chain

Start date: 01042012
End date: 06042012
AN districts

Summary of overall service level

Unsuccesstul Unsucoes s Stock service | Owerall service
delivery at 13t delvery at 2nd Tewed (%) =~

TR ansempt (%) amempt (%)
Pt hame 158 L] 108,00 W
Care home Qo0 000 100 00 10000
Hursng home an 000 .80 #6800
Resadential home o o0 .60 96.8n
EMI home 000 .00 100.00 100.00
Total 208 09 ) .84

Stock service level by supplier

Suppiier Total order lines | Stook shortage | Service level (%)
— - ] [ 100.00
- — 3,480 ] 00.00
-— — -— T o t00.00
- 2307 ] 100.00
- ] ] 100.00
- 1 ] 100.90
- -— "e o 100.00
- N - L] o 100.00
— 200 ] ¥00.00
— 101 o o
. Toa o 100.00
Total LRI L] W

Stock service level by patient group

Dulwsry typs. Total ordes lines | $lock shorlage | Servics level (%)
Pt home 7845 ] 10000
Care home - - 100 C0
Nursng home 14 7 "0
Resoerta home 3037 3 =0
EMI hame " -] 100.00

Total 14,246 | " 59 83
10-Fen-2014 114004 Page 1of
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Qi service repart | i
Start date: 01042012
End date: 16042012
AN distncts
Un ful delivery service level
Patient home - unsuccessful at first F— Ursuccesshul | Series lwvel
arempt delveries =

IPL e 3 s.08

Patient home - unsuccessful at
second attempt

10-Fap-2004 114008

Addreen Not Foume
Fabent nol a1 howe (carded)

Pasiant not #2 home {unabie 1o cand)

Reason

Incerect Asdress Detals
Fasant deceatan
Patont = hospits

ot

Paiant Aol a2 hoee |carded) .08
Fatant nol 51 home (unsbie 10 cant) o
Fanent refused deivery 020
Total [1]

Unsuccesshul| Sernce level

Heason - ™

Incorect Address Detals 1 ape
Totad 08

Fage 2 of
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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.

PCT stock service level report NHS Supply Chain

Start date: 01/04/2012
End date: 06/04/2012

Report shows number of orders lines which were logged as a stock shortage by the distributor at their first dedivery attempt as a
percentage of all the linas delivered in the period salected

PCT Service level

100.00
100.00

i —— e W e

TR m—— R e

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.

B Financial summary report NHS Supply Chain

Start date: o s e
End date: wosm i

RN T 0 Bedenanit W SRR et e I e e T
Num pats. revd | Num homes | Num orders Product

delivery | rovd delivery delivered count Product cost Delivery cost Service cost Total cost

Orders
Patient Home 1 1] 22 112 661.81 9295 16.96 .1z
Care home 0 o 1 1] 0.00 50.10 0.00 50.10
Residential home 20 5 40 100 T12.20 0.00 17.20 72048
Total 3 6 63.00 212 1,374.10 143,06 3416 1,6561.31
Grand total 51| 5 63.00 212 1,374.10 143.05 34.16 1,551. 1
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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.

m L} J ™ L m n wr r l

62

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

sek 00171H 4.75 Each 1 1 475 1 1 2015 NHS Telford
eek 00171H 1.74 Pack 28 12 20.88 1 1 2015 NHS Telford
eek 00224H 475 Each 1 1 475 1 1 2015 NHS Telforg
eek 00224H 34Pack 24 14 476 1 1 2015 NHS Telford
eek 00172H 1.74 Pack 28 6 10.44 1 1 2015 NHS Telford
eek 00172H 475 Each 1 1 475 1 1 2015 NHS Telford
eek 00450H 4.75 Each 1 1 475 1 1 2015 NHS Shrop:
eek 004504 174 Pack 28 12 20.88 1 1 2015 NHS Shrop!
ial CCG Name - GP Practice ) Nurse A‘mur Care Hu:e Name Care Home ;ervite Type Clinical 1Igrontl‘n.'u:m Clinica; Type Gen:iei
15 NHS Telford and Wrekin CCG  ADAMS MEDICAL PRACTICE  Angela Brown MNone Female
15 NHS Telford and Wrekin CCG  ADAMS MEDICAL PRACTICE Angela Brown None Female
15 NHS Telford and Wrekin CCG  ADAMS MEDICAL PRACTICE Barbara Canter None Male
15 NHS Telford and Wrekin CCG  ADAMS MEDICAL PRACTICE Barbara Carter None Male
15 NHS Telford and Wrekin CCG  ADAMS MEDICAL PRACTICE Chns Denstone None Male
15 NHS Telford and Wrekin CCG  ADAMS MEDICAL PRACTICE Chns Denstone None Male
15 NHS Shropshire CCG BELL MEDICAL PRACTICE Debra Ellis Nane Female
15 NHS Shropshire CCG BELL MEDICAL PRACTICE  Debra Ellis None Female
A B C D E F G H
1 District Req Point Patient Name Date of Birth NHS Number NPC Description Prescription Name O
2 0 01004C Ann Brown 16/07/1992 1123333873 ZEZ000H Delvery Charge 12 Week 0C
3 n 01004C Ann Brown 16/07/1992 1123333873 CFP406H Shaped pad absorbent 12 Week 0¢
4 0 010053 John Smith 13/04/1999 1122335566 ZEZDOOH Delivery Charge 12 Week 0C
5 0 010053 John Smith 13/04/1999 1122335566  CXN110H Nappy baby/child Extr 12 Week 0
6 01 010277 Peter Graen 13/05/1929 3232323232 CFP406H Shaped pad absorbent 12 Week 0g
7 01 010277 Peter Green 13/05/1929 3232323232 ZEZOOOH Delivery Charge 12 Week 0C
g8 02 02005C Sally Smith 18/11/1936 1000000476  ZEZOOOH Delivery Charge 26 Week 0C
9 D2 02005C Sally Smith 18/11/1936 1000000476 CFP406H Shaped pad absorbent 26 Week of

Details in the example above are fictitious.
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Care homes financial report
An overview of spending by care home over defined period of time.

B Care home financial report NHS Supply Chain

Start date: #SiE N &
End date:; #%ia e )
RITET T L Wihediette Wb i et s e

Product Delivery Service
District | Home name Service No. patients cost cost cost
E ] St | T g0
Residential 5 67.31 4.30 7161
5 67.31 50.10 430 12171
‘1 il Y
—-*—;,—J\n--a._-)—--.-;_—-.f'u-\r*-"- "\A""-‘:;\-.""“ﬁf\-ﬂ‘d;—"—ll\"\_‘w-ﬂﬂn—f l*—ﬁ_MA_I‘-n_ﬁr“:‘:ﬁ e e il s nﬁ;--_h'-«_-—»&.m:—\.n_u—ﬁn-_. h,--—u-ub:m -w:.
z Tariolie Ao TR
Residential 5 88 57 430 102.87
5 98.57 0.00 430 102.87
Totals 20 712.29 50.10 17.20 779.59

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.

a8 Care home patient spend report NHS Supply Chain

Start date: 01/04/2013
End date: 05/04/2013

e s wvoemn  gasdue e [T . T

- Poptintm b

| Patient name Service Product cost| Delivery cost|Service cost Total
| - Residential 13.84 0.86 1470
e Residential 1315 086 140
— o — Residential 1777 086 1863
Residential 177 0.86 363

| - - Residential 14.78 0.86 15 64
Total 67.31 50.10 4,30 121.711

I Patient name Service Product cost| Delivery cost|Service cost Total
| — i Residential 2809 0.26 20385
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District spend by GP report

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

bad District spend by GP report

NHS!

NHS Supply Chain
Start date: 01/04/2013
End date: 05/0412013
b @R i Ppectumt mit teee bl et Sy
Total Total Total
Total €S ies| emergencies
Practice code | GP name Patient count Product cost| Delivery cost |  Service cost | emergencies| product costi  delivery cost|  service cost
e 1 4136 0.00 085 0 0.00 0.00 0.00]
. 1 ga.68 845 161 [ 0.00 0.00 0.00
- 7 321.80 4225 T O 0.00 0.00 0.00
+ 1 2217 0.00 0.86 0o 0.00 0.00 0.00
1 233 0.00 0.86 O 0.00] 0.00 10.00)
- 2 4498 8.45 247 0 0.00 0.00 0.00]
- 10 34522 845 935 0 0.00 0.00 0.00
- - - L] 428.97 845 541 0O 0.00 0.00 0.00
— - 1 16.25 8.45 161 0 0.00 0.00 0.00)
- 1 4136 845 0.36 0 0.00 0.00 0.00
Totals 137410 92.95 34.16 ﬁ] 0.00 0.00 0.00]
District spend by nurse assessor report
The amount that each nurse assessor is spending with the HDS service.
B District spend by nurse assessor report NHS Supply Chain
Start date: 01/04/2013
End date: 05/04/2013
speie s @ mnemm Wwertnm w0 wen e e
Total Total Total
Total g gencies o
District | Name Patient count | Product cost | Delivery cost |  Service cost | emergencies | product cost | delivery cost |  service cost
w - 1 i) [\I] [E [1] 0.00 1] 0.
- 1 1315 0.00 0.86 0 0.00 0.00 0.00
- 1 93.90 0.00 0.86 0 0.00 0.00 0.00
- 1 23 0.00 0.36 1] 0.00 0.00 0.00
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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.
Individual patients are named on the report that is produced.

Patient pads per day use report CHARITIES & HOSPICES [TST/ZE]
District ZE/TST CHARITIES & HOSPICES -
GP practice All GP practices -
Nurse assessor All assessors -
Delivery type All -
Graater than or agqual to -
Pads per day 1
Greater than or equal to v

Product count -

Patiant status Active & suspended -

Date of Birth ,;|| ;ﬂ to l“: ﬁ

(Goer]

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.

Home delivery el NHS

Patients Ovrders Prescriptons l._ir.'|.':;46 Directory aparts Dealivary S 3 g3 Susan Pack Halp Lag out

Patient reassessment report CHARITIES & HOSPICES [TST/ZE]
District All districts -

GP practice All GP Practicas -

Murse assessor All assessars -

Delivery type All -

Patient status Active & suspended -

Date of Sirth T !

Reassessment date ]ﬁlf ﬁ to I’T} Fﬂ

] View Export I Print 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 of the
patient’s record (see page 37) are shown in the Delivery instructions section of the report, separated
using a dash. Any access code recorded in the record is not included.
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Patlent Reassessment Report NHS!

JBE NHS LIVERFOOL CCO —

Current patient information

Sirnams For stisims.
1o Ganar ke [3X] Femam O
Deme 0 Brh Dbvary rype tome Dty [X] Care Hoess [
Shntum W% mumber
P Practce Contact number
Wurse Assesant Dby davy
Last Review Dane Last dedivery
Wt delrvery
8 Aitomats deiivery address |
House no. Hause no
Address e 1 Aduliens lme 1
Addiis bivi ¥ AddiGs lne 2
Town Town
Polcods Poslcods

Delivery instructions

Hrod oudly because he s very deal

[ Patient clinical information

Ethmic group Yot o Next o kin nams
Langinge Mot Krown Nt of kin mo.
It a0 veu [Ewe [

Clinical information

Llmscal lyps Ermursrene Clinecal conditen  hucumal eruess

:_ Patient prescription

Oty Hequirsd  Cycle  Prsscripbion  Last delivery
Padwiey Pecks lenglh Frps dals
VMUGZZH  Undemads Vign FUT Pulp dway Sealsd Pack 50 a8 2 6 20Ws Calack 15-Dct- 2008

60 & 80cm Plys PE Back Sheet Alends
Conme D JORM

MNPC Denciiprton W Umits  Price

Changes o b= mads

Signanre [ | Date [ |
Priod name | | e | |
Tficn USE oy

Patient status report

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

NHS

N by D

tHent stabus report

g Pade Tedmrs P Agr e s bl
iy b b F o M 4 el Dmbre. | xd
Dl P ) Fowsilin  JTH iy Hiwe q 510 L
Deosmed Hpadeany = AL .
Saapanded 1) Nuavay (153 £ 1]

it a [EET o ]

ks Tre Colvery Hgs ol (i tae sassammen] beds ooly ele 1o BTRE [eleat, AN 1he Gands el Age fsdda gy 4o
& Fee wel Sryrrard (il

Preepten  Celeck 100 Auieermie: T1
Tl WEs PEROE 5T oF BRpEsed CHRES LOREFE PN BOT 5 BdEDeraee
Wi wrepr 4m Pt ke 413
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Patients on service

This report can only be exported as a spreadsheet. It provides all patients’ demographic 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 patient’s clinical condition, 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: Wi s
End date: W e

s s o W masrbmes ol mam T e
Currently active patients Previously active patients
393 25

Patient removal report

Depending on your trust’s requirements, 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 patient’s name, a contact number (if any), the patient’s date 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.

INHS |
Patient removal report il
Date from: 010172015
Date to: 13102015
District. All Dwtricts
[ [— J—— nos — st J— PR
2 Mary Hughes 08022008 Suspended SYSTEM 11082015
bl Matida Sme 03022008 Suspended SYSTEM 11082015
PO P oveaoos Supanded | SvSTEM 11ae2018
1 Paul Seth 28021064 Suspended SYSTEM 11082015
1 Rosseen Clake 01012011 Discharged LFMARTIN 040872015
4] Sarah Brambley 01478423008 DR0A/T343 Suspended CTATALIA 210612018
1l Sarah Hihgt OpeTes432 01012008 Suspended SYSTEM 11082012
2 Sarah Menert 05051084 Suspended SYSTEM 11082018
4] Sarsh Witely o108 Suspended SYSTEM 11082015
1| smthsom 01270 ess7s P Suspanded | svSTEM V10sa01s
1 Wibourne Manay 13101060 Suspended SYSTEM 11082015
1 Wikam Frank Jackson 01244 532006 1010818 Suspended SYSTEM 11082015
n Wikam Taylor D805/1950 Suspended SYSTEM 110872015

13064018 143743 Page 4o 2e
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Delivery reports

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

Delivery offers a dropdown option of reports.

Home delivery . r—p—— \/HS

r4 Prescriptions

Help og out

Welcome

Welcome
You are now accessing the Homa delivary service from NHS Supply Chain

ES & HOSPICES [TST/ZE]

Trust selection

Currently :

ZE/TST CHARITIES & HOSPICES « Connect

HDS asses

Distributor information

HDS enquirer

Failed delivery attempts

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

NHS

NHS Supply Chain

Failed delivery attempts report

i - oW S RSN A it 12 IPL Issue 101'0!1-1
MNappy pull on baby/child Large white 35-60kg

T — =T P - = TR » - 21 16 Patient not at home (car 10/02/14

Mappy baby/child Comfort 7 extra large plus breathable providing improved absorbency and softness 15-30kg (33-661bs)
S — BRI Il - ™ v 12 10 Patient not at home (ca 10002114
Nappy 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 m
Customer Services Failed Delivery Report NHS Supply Chain
"W - ‘g - I product for moderate to heavy Wes sessagesse Patlent refused a 0201114
incontinence D16 delivery
b SR EERLE e e All-in-one pads absorbency band D21 S Patient not at home 12 [1] 1451 17412 02/0114 070114
(unable to card)
W S S ke S8 Nappy babyichild . Pwegnmalhcme 17 1] 527 8050 0210114 070114
(carded)
8 ST . e S Shaped pad absorbency band 128 I s Patient not at home 12 0 4 4104 0210114 0701114
(unable to card)
{ T LY TV T & firee s bahaned nad ahearhancy hand 19 o —— Patiant dereaasad 2 n 3R 1M78 MMMM4

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.
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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.

Home Delivery Service
Customer Services Stock Shortage Report NHS Supply Chair

ERL S = R e o 13 2 10272014

AL Ty e wrre 0 24 10022014  11/02/2014
e r— o~ 0 4 10022014 11/02/2014
L T T E e L s n 24 1M N1 14M29N14

Order rejections

This report is created from a list of products that cannot be supplied by the distributor
because the NPC is unknown.

Home Delivery Service
Customer Services Rejected Order Report NHS Supply Chain

s o it o pegprey——— - S 13/01/2014 00.00

e Tt R T L 14/01/2014 00:00

[ Mrisaining g 22/01/2014 00:00

v g . T 24/01/2014 00:00

Yeee e v ] 28/01/2014 00.00
Collections

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

Home Delivery Service
Collections NHS Supply Chain

: 0 000

U g e N el e mw Prod. not approp. for pat. SR Lie 18] 14 14/0113  Credited 0 13 04/02113 12077

t= e S AaSTEL LY S0 . Patient Deceased CETE T ] S 3 2100113 Credited 0 0 11/02/113 0.00
n

S Rt S } Prod. not approp. forpat. & & 4001113 Collaction Fi

. s et S a wma Dlnbinet Mnnmasond e e s 4 A4N4149 Fomedibod 4 44nna a4 N
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