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1 Introduction 

 
Prescribing has historically been via printable/handwritten FP10 prescriptions which are given 
to the patient, or emailed to pharmacies for patients assessed remotely. Practice Plus Group 
(PPG) have been using the Electronic Prescription Service (EPS) for all services, in order for 
prescriptions to be sent directly to pharmacies using an electronic method. Clinicians are 
responsible for all prescriptions that they sign, either physically or electronically. So, it is 
important that they are prescribing within the limits of their expertise and as per PPG 
prescribing policy. 

 
2 Requirements to use EPS 

 
 Clinicians may complete an e-Module on LMS or read the EPS SOP (and confirm 

this in writing) before they can be granted access on their Smartcard.  
 Smart card role allocation will be signed and authorised off by the Medical Lead. 
 The clinician will be required to use their Smartcard on every shift, otherwise EPS 

will be unavailable to them. 
 

3 Logging into Adastra with Smartcards 
 

a) Logging on to Adastra 
Once the Windows screen has been accessed - the clinician will need to insert their smart 
card in to the Smartcard reader. They will be prompted to enter their unique 4 digit PIN. 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
B) 
The clinician will then need to select the appropriate role to the shift they are currently 
undertaking. 
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b) The clinician will then access the Adastra icon via the Citrix portal as per usual. 
c) The clinician will choose the correct location (London – Contact Centre) and the room 

(Triage) and log on to Adastra by pressing the “Smartcard” button on the Adastra login 
page and proceed with their consultation. 

 
 

 
 

4 Prescribing – Single Scripts 
 

a) During the patient’s consultation, the clinician will open up the prescribing module as 
per normal practice. Select full list and type the name of the drug (s) you wish to 
prescribe. Ensure you select correct dosage and quantity needed and add to the 
prescription. 
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b) The clinician will press finish as per usual practice but the following screen will 

appear: 
 

 
c) The clinician will click on “Electronic Prescription”. 

 This will return the Directory of Service’s (DoS) look up pharmacy service. This 
automatically shows the nearest 5 pharmacies to the patient current location / 
entered postcode. 
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 Any pharmacy closing in the next 30 minutes will flag as yellow. 

 The postcode of the patient and distances can be changed to make a more 
specific or broader search. 

 A search can be done for pharmacies open in the next 24 hours by moving the time 
slider along. 

 A search can also be done by pharmacy name and postcode. 
 

 
d) Once a pharmacy is selected – the clinician will press the “Next” button. This will 

present the clinician with a confirmation screen. 
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e) The clinician will cross check all the details are correct before entering their PIN to 

submit the prescription. 
 

 
 
 

 
 

 

f) The prescription will be sent to the Spine and the clinician will be presented with the 
pharmacy information and prescription ID. PLEASE NOTE: The ID can be copied for 
later use (see prescription tracking). It will also be stored in the Events Tab. 

 

 
 

 
 
 

g) The clinician will then be returned back to the patient’s consultation notes as per usual. 
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5 Prescribing – Multiple Scripts 

 
a) Electronic Prescribing only allows 4 items per script. Once a 4th medication is added a 

warning sign will come up explaining no further medication can be added. 
 

 
b) If further medications are needed, a further script will need to be selected from the 

patient’s consultation screen. The clinician will need to click on “prescribe again”. 
 

6 Case Abandonment 
 Once an electronic prescription has been sent – a case cannot be abandoned 

 The clinician would have to finish the case, forward the case or update the 
prescribing module by modifying or cancelling the prescription. 

 

 
 
 

7 Spine Records – Matching Spine Data 

a) For a clinician to be able to prescribe using EPS, the local data must match the data 
on the Spine. If it does not match the following message will be displayed. 
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b) To rectify this you need to ensure the patient details in the Adastra record match what is 

held on the NHS spine.  
c) In order to update the demographics - on the main screen press the edit button 

in the right bottom corner of the screen (highlighted by red arrow below) 
 

 
 

 
 

d) Press look up (highlighted by red arrow below) 

 
 

e) You will get 2 columns of patient data – that held on the spine and that held 
locally in the Adastra record. Check the patients details match the spine, if not 
tick the boxes on the right under ‘Copy’ to align the data that does not match and 
then press ‘OK’.  
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f) You should now be able to issue an electronic prescription. 
 
 

8 Cancelling a Prescription 

a) A clinician can cancel a prescription from the current consultation tab or the case edit 
tab by clicking on “Cancel ETP”. 

 

 
 
b) This will bring up a drop down box for all electronic prescriptions for this case 
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c) The correct prescription to be cancelled needs to be selected and a reason given. 
 
 
 

 

 

d) A successful cancellation message will pop up on the screen. 
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e) If a prescription has already been downloaded by the pharmacist or printed, 
cancellation may not possible and an error message will appear on the screen. Please 
call the pharmacist and inform them. There are options electronically if the 
prescription has not been dispensed, please see prescription tracking section for more 
information. 

 
9 Record Keeping and Review 

 
 If the system fails and it’s necessary to revert to manual please refer to the 

Medicines Management SOP for the process of managing the FP10 prescriptions. 
 All incidents where this SOP has not been able to be followed need to recorded on a 

local database 
 Each prescription can be tracked using its unique identification number 

 

10 Tracking Prescriptions 
 

a) Each prescription has a unique ID number. This number appears on the token that can 
be copied to a clipboard (see above section 4f) and also can be found in the events list 
tab. 

 
b) To track a prescription the clinician can access EPS tracker from the information tab on 

the left hand side of Adastra. 

 

 
 

c) Once the clinician clicks on EPS tracker a browser will load 
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d) The clinician can copy the ID number in to the search engine (from clipboard) or copy 
and paste the ID number from the Events Tab. 

 
 This will identify the appropriate prescription in the Spine 
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e) To check on the status of the prescription the clinician can click on the blue ID 
number. 

 
 This will track all movements of the prescription in the spine 

 

 
 
 

 Key pieces of information for the clinician will be 
1. Has the prescription been uploaded to the spine 
2. Has the dispenser downloaded prescription from the spine (with dispenser) 
3. Has the dispenser printed a token for the prescription (to be dispensed) 
4. Has the dispenser dispensed the medication 

 
 From points 1-3 the prescription can be cancelled or brought back for 

amendment. 
 At point 4 if an error has been realised by the clinician, the clinician would need to 

call the pharmacist and the patient to provide advice. 
 

11 Remote Workers 
 

 This process is not available for visiting clinicians currently dependant on area. 
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