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1. Purpose

Administrative staff can send tasks to prescribing staff requesting further issues of repeat medication. They canrequest:

e Repeatissuesfor electronicprescriptions (signing tasks).
e Barcoded prescriptions (prescriptionrequest tasks).
e Printed FP10s (prescription request tasks).

If configured as gl obal viewers, administrative staff can manage prescription requests received via Patient Access or from
pharmacies, by forwarding them to the appropriate prescriber for signing.

To producessigning tasks, administrative staff must have the ‘Permit Medication Issue Warning Override’ option enabled
intheir userrecord (Organisation Configuration, Users). This option enables non-prescribing users to deal with safety
validationchecksinthesamewayas prescribers. If this option is not enabled, some safety validationchecks will prevent
the user fromrequesting signing tasks, so that they can onlycreate prescriptionrequest tasks.

Prescribers typicallydeal with signingtasks and prescription request tasks from the Medicine Management section of
Workflow Manager, where a list of outstanding items can be reviewed and dealt with at once. However, prescribers can
alsodeal with these tasks from the medication screen; if you issueanitemthathas a status of ‘Awaiting Issue’ in
medication, itis removed fromthe signing taskin Medicine Management (for tasks containing multiple items), or the
taskiscompleted.

2. Procedure

Create asigning task

Administrative staff usually perform this part of the process, specifically for EPS Release 2 electronic prescriptions.

1. LogontoEMISWeb usingyoursmartcard.
Access Medicine Management.

Click *™* click Workflow Manager, and then click Medicine Management in the navigation pane.
If youdo nothavea patientselected, youare prompted to choose one.
The Medicine Managementscreen is displayed.

3. Selecttherequired medication(s)for therequest, and then click Issue.
Ifappropriate, the Issue Validation screen is displayed for each medicationissued.
4. Ifanysafety validation warnings are displayed, deal with them as appropriate, andthen click Continue.

If the Issue Validation screen contains any medium or highseverity warnings (e.g. under/over compliance) and
the Permit Medication Issue Warning Override option is not enabled, you canonly select Request, to create a
repeat medicationrequest for that medication.

The Issuescreen is displayed.



If you try to createa signingtask for a medicationfor which thereis alreadyan outstanding request or signing
task, a warning messageis displayed; click Amend to returnto thelssuescreen, or clicklgnore to continue the
issueprocess.

To changethe user who will deal with thetask, click To be signed by, and then use the Find Users screen to
selecttherequired user.

The defaultrecipientdepends on the Use Usual Doctor option in Medication Configuration (Organisation
Options, General).

Action any further administration tasks as required, and then click Forwardand Complete.
Asigningtaskiscreated andplaced in the Awaiting Signing folder forthe sel ected user.

Create a prescription request

Administrative staff usually carryoutthis partof the process.

1.

Access Medicine Management.

Click ™% click Workflow Manager, and then click Medicine Management in the navigation pane.
If youdo nothavea patientselected, youare prompted to choose one.
The Medicine Managementscreen is displayed.

Select therequired medication(s)for therequestandthen click RequestIssue on theribbon.
If required, on the Issue Request screen, type a queryto accompany the request.

CIicklZl, and then usethe Find Users screen to select the user who needs to deal withtherequest.

This option defaults to the patient's usual GP.

ClickRequest.
The requestis displayedin the Medicine Management section of Workflow Manager forthe selected user.

Manage a prescription request from an external source

Administrative staff perform this part of the process, if configured as global viewers, to direct prescriptionrequests to
the appropriate prescriber forsigning.

1.
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Access Medicine Management.

Click®™™¥, click Workflow Manager, and then click Medicine Management inthe navigation pane.
The Medicine Management screen is displayed.

In the navigation pane, select Requests or Requests with Queries.

Intheright-hand pane, select the required request and then click Open on theribbon.

IntheTask List pane of the Workflow Manager Task screen, select the requiredtask.

Ontheribbon, click Forward, andthen select the required prescriber.

The requestisforwarded to the selected prescriber forsigning, and displayed in that prescriber's Awaiting
Signing folder.

Deal with a signing task

Prescribing staff perform this part of the process, to produce electronic prescriptions.
You can also deal with signing tasks from the Medication screen:if you issue anitem that has a status of Awaiting Issue,
itis removed fromthesigning task(for tasks containingmultipleitems), or the signing task is completed.

1.
2.

Log on to EMIS Web using yoursmartcard.
Access Medicine Management.



Click®™¥  click Workflow Manager, and then click Medicine Management inthe navigation pane.
The Medicine Managementscreen is displayed.

3. Inthenavigationpane, select Awaiting Signing.
Intheright-hand pane, select therequired task, andthen click Open on theribbon.

5. IntheTaskListpaneonthe Workflow Manager Task screen, select a task, andthen use theinformation below
as a guideto theaction(s) youneed to take.

Action

Browsethepatient's
carerecord

Perform a medication review

Deal with clinical safety warnings

Add a medicationitemto therequest

Amend the request

Add/amend a nomination

Producea prescription token

Approvetherequest

Issueall approved requests

Rejectarequest

Description

You can navigate awayfrom Workflow Managerandbrowse the patient's
carerecord, andthen usethe Workflow Managertab on the
titlebar toreturn to thelist of requests.

ClickMedicationRegime Review, and then select the review term (if required) and next
review date.

Intheright-hand pane, deal with the warnings as you would when performinga normalissue.
Click Continue when you have dealt withthe warnings.

Tip: To override all current safety warnings thatdo not require further user intervention,
click Override All.

ClickAdd Drug, and then complete the Add a Drug screen in the usualway.

You can amend therequest using the options that are available fromthelssuescreen,
e.g. cancel anitem; changethe prescription type; add messages to the task.

ClickNominations, andthen complete the Manage ETP Nominations screen.

Select Print Token to produce a prescription token when the medication is issued.

ClickApprove and Next to approveall itemsin the task, ready to issue.

Clicklssue Approved, andthen typeyour PIN (passcode) when prompted to issue all items
thathavebeen approved.
This will send allapproved tasks electronically and close the Workflow Manager Task screen.

To cancel a task, click Reject Request.

6. ClickClose to closethe Workflow Manager Task screen and returnto the Medicine Management section of

Workflow Manager.

Deal with aprescription request

Prescribing staff perform this part of the process, to review prescriptionrequests before producing barcoded

prescriptions or normal FP10s.



1. Access Medicine Management.

Click®™¥  click Workflow Manager, and then click Medicine Management inthe navigation pane.
The Medicine Management screen is displayed.

Inthe navigation pane, select Prescription Requests.

Intheright-hand pane, select the required request, and then click Open on theribbon.

On the Workflow Manager Taskscreen, use the tableto help youperform one or moreactions.
ClickClose to close the Workflow Manager Task pane and return to the Medicine Management section of
Workflow Manager.
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You can also deal with prescriptionrequests from the Medication screen:if you issue anitemthat has a status of
Awaiting Issue from Medication, itis removedfrom the prescription request (for requests containing multiple items), or
the requestis completed.

Acknowledge EPS rejections

1. Access Medicine Management.

Click®™™¥, click Workflow Manager, and then click Medicine Management inthe navigation pane.
The Medicine Management screen is displayed.

2. IntheEPSRejectionssection of the navigation pane, select the required sub-section.

3. Inthetop right-hand pane, select therequired task, and then review the details in the bottom right-hand pane.
Ontheribbon, click Process.
The taskis removedfromyourlist. You need to take any appropriate actionto deal with the rejection.

Tasks in the Cancellation Rejections section maynot have been cancelled correctly via EPS. Deal with these tasks by
leaving asissued ormarking as cancelled before processing.

Pleasenotethatitsayson point4 that ‘you need to take any appropriate action to deal with the rejection’.

If the prescription has already been downloaded you should contact the pharmacy as the prescription will need to be
returned to the spinefor cancellationinorderto preventany errors.



