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During Covid19 pandemic it is essential to issue as many prescriptions as possible via EPS. The attached search

can be run to find patients who do not have a nominated pharmacy. Follow your PCN/Practice guidance to assign
a pharmacyfor all patientsincluded in the emis search
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1. Purpose:

To enableusers toimport EMIS searches whichhave been set up by another userthus saving timeandvariationsinsearch
content.

2. Procedure:

e Setupafolderina practiceshared location used for PBMC/MCwork.
e Nameit/Imported Emis searches’.

Eachsearchwillbesentfromthecreatorasan attachmentinan email

e Clickonceon each filewithintheemailand youwill be giventhe options ‘open, save, cancel’. Thereisanarrow
nextto ‘save’. Clickonthatand select ‘save as’.

e Nowlocatethe ‘Imported Emis searches’ folder and clicksave. Repeat this if there are multiple searches within
the email.

¢ In‘ImportedEmissearches’ folder, double click on the required folder (this will ook like a folderwitha ziponit).
This takes you to a XMLdocumentthatlooks like a sheet of paperwith a globeonit

e Clickonthisonceto highlightit, you will then see ‘Extract all files’ just aboveit. Click on thisonceand it will give
you the option ‘Select a destination and extract files’. Click on ‘Browse’, search foranddouble clickon the
‘Imported Emis searches’ folder, then click ‘Extract’. Repeatthisfor all searches.

e Goto Emis population reporting andselect the folder to save yoursearchesin.

o Click‘Import’, which is located towards the top left corner.

e Onthenextscreen clickona boxto theright of ‘Enquiry document’, which contains three dots

e Goto the ‘Imported Emis searches’ folderandclick once on therequired search then click ‘open’.

e Onthenextscreenclick ‘Ok’. Repeat this for all searches. Please do not amend importedsearches, if necessary
this will be done centrally by the creator

The search is now ready to run

This document is part of a suite of documents produced for the sole purpose of NHS Stockport GP practices in managing the prescription process. Viaduct
Care CIC and Stockport CCG accept no responsibility or liability for any use of the information the documents contain outside of NHS Stockport GP practices
or for adoption by other organisations providing health or care services



