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Prescribing a New Acute 

1. Click the Acute button on your toolbar  or right click on the Medication node in the 
clinical tree and select New Acute  

 
2. Type the first few letters of the drug and click Search  
 
3. Click once on the correct Drug name; select the specific formulation with a double mouse-click  
 

Note: you can use the information icons at the top left to view BNF or costing information 
about the drug. 

 

 
 
4. If asked, select the required Formulary entry and click Ok.  The Record Acute Medication 

dialog will be displayed  
 
5. If you need to amend the dose, type into the Dose box. You can use dose shortcuts e.g. bd, 

but only if the dose shortcut button is active (this is represented by a yellow lightning bolt icon)  
 

 
 

6. Set the Quantity as required, this may be updated automatically if you change the duration 
 

7. Type any Script notes or select a Preset. These will appear on the prescription 
 
8. Type any Administrative notes or select a Preset. These will be stored in the Patient Record 

but not appear on the prescription 
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9. If you have the issue duration calculator turned on (this is represented by a yellow lightning 
bolt) and you have correctly entered the dose and the total quantity of medication, the issue 
duration should calculate itself. If not, you will have to type in the duration  

 
10. If the prescription is for an acute issue, you can now click Ok and the item will be issued 
 
11. The Issues warning dialog box may display (this is a user preference).  Read all 

warnings/information boxes and click Proceed, Do Not Proceed or Cancel 
 
12. To print the script without closing the patient record, click Quick Print located on your toolbar 

next to the demographics box, this will print a physical script (overriding EPS options) 
 

 
 

Or 
 

Use the Print Un-Printed issues, this will allow you to send the script electronically or to print 
the physical script (if required)  

 

 
 
13. Also, by clicking Save, the print issues dialog box will be displayed prompting the user to print 

or digitally sign before the patient record is closed 
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Creating a New repeat Template 
 
1. Click Repeat on your toolbar or right click on the Medication node in the clinical tree and 

select New Repeat Template 
 

     
 
2. Within the drug browser, type the first few letters of the drug and click Search  
 
3. Click once on the correct Drug name; select the specific formulation with a double mouse-click  
 
Note: you can use the information icons at the top left to view BNF or costing information about the 
drug. 
 

 
 
4. If asked, select the required Formulary entry and click Ok.  The Create Repeat Template 

dialog will be displayed  
 

 



  
 
 

 

Telephone: 0300 555 0340    6  Email: necs.servicedesk@nhs.net 

5. If you need to amend the dose, type into the Dose box. You can use dose shortcuts e.g. bd, but 
only if the dose shortcut button is active (this is represented by a yellow lightning bolt icon).  
 

 
 

6. Set the Quantity as required, this may be updated automatically if you change the duration. 
 

7. Type any Script notes or select a Preset. These will appear on the prescription.  
 
8. Type any Administrative notes or select a Preset. These will be stored in the Patient Record 

but not appear on the prescription.  
 

 
 
9. If you have the issue duration calculator turned on (this is represented by a yellow lightning bolt) 

and you have correctly entered the dose and the total quantity of medication, the issue duration 
should calculate itself. If not, you will have to type in the duration  

 
10. As this is a Repeat Template, you will need to check the extra options which include: 
 

a. Review date 
b. Max Issues 
c. Patient can initiate issues 
d. Repeat template can be reauthorised 
e. Link to Read code(s) 

 

 
 
11. The Issues warning dialog box may display (this is a user preference).  Read all 

warnings/information boxes and click Ok to Proceed 
 
12. The template will now be added to the patientôs record (Not Issued at this point) and will be 

visible within the Repeat Template Node within the clinical tree 
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Issuing a Repeat Template 
 
1. From the patient record, select Repeat Templates from the Clinical Tree 
 
2. Double click each item required or highlight all the required items and click Issue  
 

 

3. Read any Question/Warning dialog box messages carefully and select the appropriate options 
according to your practice policy 
 

4. To print the script without closing the patient record, click Quick Print located on your toolbar 
next to the demographics box, this will print a physical script (overriding EPS options) 

 

 
 

Or 
 

Use the Print Un-Printed issues, this will allow you to send the script electronically or to print 
the physical script (if required)  

 

 
 
5. Also, by clicking Save, the print issues dialog box will be displayed prompting the user to print 

or digitally sign before the patient record is closed 
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Amending a Repeat Medication 

1. To amend a Repeat Template within the patientôs record, right click on the template that you 
wish to amend within the Repeat Template area of the record and select Amend 

 

2. The Repeat Template will be displayed.  Make the changes as required and click Ok  

3. Issue the Repeat medication if needed  

4. Save the record to keep the changes and to print or send the script electronically  
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Stopping / Ending a Medication 
 
1. To Stop or End a Repeat Template, right click on the required medication within the Repeat 

Template area of the record and select Stop  
 

 
 
2. Select the reason and add a comment  
 
3. Click Ok 

 

 
 

4. Read and deal with any warning messages that may appear 
 

 
 
5. Save the record to keep the changes 
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6. To view the Stopped / Ended Repeat medication, from the View options available within the 
Repeat Template area of the record, select Past repeats 

 

 
7. From this view you can view the past repeat medication and if needed, Reauthorise / Restart 

the drug by right clicking to see the available options 
 

  

Performing a Medication Review 
 
1. To perform a medication review on a single repeat template, within the current list of repeats, 

right click the drug that you wish to review / reauthorise and select Reauthorise / Restart 
 

 
 
2. Read and action any warning messages 
 

 
 

3. The repeat template will open.  Check and amend as required and click Ok 
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4. To review multiple Repeat Templates, highlight all of the drugs that you wish to review.  This 
can be done by clicking on the first square icon in the toolbar, or using your Ctrl key to select 
the drugs 

 

 
 
5. Select the Green Triangle icon 
 

 
 
6. The Reauthorise / Restart Repeat Templates dialog box will now be displayed 
 

 
 

7. Within this box, you can set max issues / review dates, synchronising them if needed  
 
8. To mark in the record that a medication review has been carried out, tick the box and add any 

review notes if needed 
 

  
 

9. Once your review is done, click Ok   
 

10. Confirm the changes by reading the Information message and clicking Ok 
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11. Click Save to keep your changes 

Cancel the last issue of medication 
 
1. From the patient record select Medication from the Clinical tree 
 

 
 
2. Do one of the following: 

 
a. Highlight the item that requires cancellation and click Mark in Error  
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b. Right click and select Mark in Error 

 

 
 
3. Confirm that you want to continue with the operation by answering the question 

 

 
 
4. Select the relevant reason for marking in error and add any notes as required and click Ok 
 

 
 
5. Click Save to keep the changes 

 


