
1 
 

SCREENSHOTS OF eRD in SystmOne 

Please Note: This is not an official training document or official guidance. It is a reference source from experience to aid understanding. Please feel free to adapt.  
Produced by Nicola Chapman(NHS Digital) 19th April 2017 

 
SYNCHRONISATION 
 
Synchronise each medication individually when setting up a new regime for the first time.  
From the Repeat Template 
Highlight the medication and edit using the pencil in the toolbar 
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Regular Medication 
Regular medications need to be synchronised to have the SAME ISSUE DURATION (i.e. how many days supply) and 
the same number of  MAXIMUM ISSUES (How many times you want them to have it) for them to be released to the 
pharmacy at the same time.  
The QUANTITY will be calculated from the Dose and Issue Duration i.e.  
Dose x Issue Duration = Quantity 
1 Three times a Day x 28 days = 84 
1 Twice a day x 56 days = 112 
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Example 2 

 
 
 
CƻǊ Ψ²ƘŜƴ wŜǉǳƛǊŜŘΩ aŜŘƛŎŀǘƛƻƴ 
Check the Medication History to determine the Issue Duration and Number of Maximum Issues.  
For example - For a 6 month regime where the patient is ordering every 2 months 
Issue Duration = 56 days (2 x 28 days) 
Number of Issues = 3 (3 x 56 = 168 days which is equivalent to 6 months) 
The Quantity will be how much you want to supply at each issue e.g. 100 Contour Test strips 

 

LƴǎǘŜŀŘ ƻŦ ǳǎƛƴƎ Ψ¦ǎŜ aŀȄƛƳǳƳ LǎǎǳŜǎΩ ȅƻǳ ŎƻǳƭŘ ǎŜƭŜŎǘ Ψ¦ǎŜ wŜǾƛŜǿ 5ŀǘŜΩ ǿƘŜǊŜ ƛǘ ǿƻǳƭŘ ǊŜǉǳŜǎǘ ȅƻǳ ǘƻ ŜƴǘŜǊ ǘƘŜ 
date on a calendar but it would also ask you to enter the maximum number of issues later on. 
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Once ALL of the medications have been synchronised and are set up correctly change the prescription type to 
ΨwŜǇŜŀǘ 5ƛǎǇŜƴǎŜŘΩ  

Highlight All of the medications together (inŎƭǳŘƛƴƎ ǘƘŜ Ψ²ƘŜƴ wŜǉǳƛǊŜŘΩ aŜŘƛŎŀǘƛƻƴύ 
Select the RD button 

 

A message will inform that the selected templates will converted to eRD ς Select Ok 
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The Repeat Templates are now converted to Repeat Dispensed 
The record should now be saved 

 

Issue and sign the Prescription or send to the signing queue as normal 

 

The prescription is now signed 
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Prescription History shows that if ALL items are highlighted and issued together; if an item Ƙŀǎ ŀ ŘƛŦŦŜǊŜƴǘ ΨLǎǎǳŜ 
5ǳǊŀǘƛƻƴΩ ƻǊ ΨaŀȄƛƳǳƳ ƴǳƳōŜǊ ƻŦ LǎǎǳŜǎΩ ƛǘ ǿƛƭƭ Ǉǳǘ ǘƘŀǘ ƛǘŜƳ ƻƴ ŀ ǎŜǇŀǊŀǘŜ ǇǊŜǎŎǊƛǇǘƛƻƴ with a separate barcode.  
The example below shows Contour Strips which werewas set up with ŀ ŘƛŦŦŜǊŜƴǘ ΨLǎǎǳŜ 5ǳǊŀǘƛƻƴΩ !b5 ΨaŀȄƛƳǳƳ 
ƴǳƳōŜǊ ƻŦ LǎǎǳŜǎΩΦ ¢ƘŜ ŎƻƴǘƻǳǊ ǘŜǎǘ ǎǘǊƛǇǎ ƘŀǾŜ ŀ ǎŜǇŀǊŀǘŜ ōŀǊŎƻŘŜΦ This gives that prescription flexibility to come 
down in the pharmacy at different times to the regular medication. 

 

 

 All Prescriptions have been issued so next time 
they will need re-authorising 

    RD shows the prescription is repeat dispensed 
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eRD and the Prescription Tracker 

 
 
From Prescription History 
IƛƎƘƭƛƎƘǘ ǘƘŜ ǇǊŜǎŎǊƛǇǘƛƻƴ ŀƴŘ ǘƘŜƴ ΨǊƛƎƘǘ ŎƭƛŎƪΩ ŀƴŘ ΨŎƻǇȅΩ ǘƘŜ ōŀǊ ŎƻŘŜ  

 

 

Open up the EPS Prescription Tracker https://portal2.national.ncrs.nhs.uk/prescriptionsadmin/ 

 

Right click and paste the Barcode into the tracker 

 

 

 

 

 

 

https://portal2.national.ncrs.nhs.uk/prescriptionsadmin/
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The EPS Tracker shows all 3 prescription issues for the contour test strips with the same barcode; linked and their 
status 

 

The LǎǎǳŜ 5ŀǘŜ ǿƛƭƭ ŎƘŀƴƎŜ ǿƘŜƴ ǘƘŜ ǇƘŀǊƳŀŎȅ ΨŘƛǎǇŜƴǎŜΩ ǘƘŜ ƳŜŘƛŎŀǘƛƻƴ ǘƻ ǘƘŜ ǇŀǘƛŜƴǘ όƛΦŜΦ ǘƘŜȅ ƘŀǾŜ ƎƛǾŜƴ ƛǘ ǘƻ ǘƘŜ 
patient) 

Click into the Barcode Hyperlink it will show a more detailed view of the number of items on the prescription and 
their individual status. 
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This shows the same view as the previous page but of the prescription with 3 items repeated for 6 issues  

 

Clicking into the hyperlink shows the 3 items (they will be in the same order as prescribed) 
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The View in New Journal 
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Changing/Cancelling Medication on an eRD Regime 

 

If one of the items on an issued eRD regime needs to be changed or stopped consider the following: 

1. All prescriptions located ƻƴ ǘƘŜ ǎǇƛƴŜ ŀǊŜ ƭŜƎŀƭƭȅ ǎƛƎƴŜŘ ǇǊŜǎŎǊƛǇǘƛƻƴǎΦ ¢ƘŜȅ Ŏŀƴƴƻǘ ōŜ ΨŜŘƛǘŜŘΩ.   
2. To amend a prescription in any way, the item needs to be cancelled and re-issued.  
3. If an item is cancelled and a new amended repeat template is created for that item and issued; that item will 

have its own barcode, it will be on its own regime timetable and it will be available immediately on the spine 
for the pharmacy to download! If this is not in line with the other items for that patient it will mean the 
prescriptions for that patient will be coming down at different times in the pharmacy. This is very confusing 
for pharmacy and patient and potentially a clinical risk!!  

4. Any changes should be clearly communicated to the pharmacy.  
 
Suggestions 
 
1. If there a re multiple items on a prescription and one items needs to be amended; cancel ALL items on 

that prescription barcode. Amend the item and then re-issue ALL items in line with any other 
prescriptions for that patient.  

 
2. The first issue of a regime can be delayed by post-dating the first one to be in line with any other regime 

the patient may have. Remember! Post-dated prescriptions will not leave the GP clinical system and 
therefore, they will not be visible on the EPS tracker, until the post date.  

 
 
 
How to Cancel/Stop a Single item 
 
If one item on a multiple item prescription needs to be stopped and not replaced or amended it can be 

stopped on the repeat template using the . This will cancel that item off all remaining future 
prescriptions on the spine.  
If one issue of the prescriptions is in the pharmacy ȅƻǳ ǿƛƭƭ ǊŜŎŜƛǾŜ ŀ Ψ/ŀƴŎŜƭƭŀǘƛƻƴ wŜƧŜŎǘƛƻƴΩ ƳŜǎǎŀƎŜ ƛƴ ¢tt 
(see later screenshots); Ring the pharmacy and request them to return the prescription to the spine for that 
item to be cancelled. The pharmacy can download it again and the item will be cancelled. Alternatively ask 
the pharmacy to mark that item as ΨNot DispensedΩ for that issue. Any future issues will have that item 
cancelled.  
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Amending one item on a multiple item prescription 

¦ǎƛƴƎ ΨtǊŜǎŎǊƛǇǘƛƻƴ IƛǎǘƻǊȅΩ ŎƘŜŎƪ ǿƘƛŎƘ ƛǘŜƳǎ ŀǊŜ ƻƴ ǘƘŀǘ ǇǊŜǎŎǊƛǇǘƛƻƴ ōŀǊŎƻŘŜ 

 

It is important to remember in TPP that, if you cancel a ƳŜŘƛŎŀǘƛƻƴ ŦǊƻƳ ΨwŜǇŜŀǘ ¢ŜƳǇƭŀǘŜǎΩ, it actually removes that 
medication from the screen.  

Before cancelling the existing batch; copy the old templates so they are there to amend and re-issue without having 
to add a NEW repeat Template and start from scratch.     
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This will display the current medication template 

 

This can then be edited to the new template required i.e. a dose change. Remember to ensure that the medication is 
synchronised again. So if the dose changes to One to be taken Twice a Day; the quantity will change to 56. The 
number of remaining issues will need to be altered to reflect the intended regime i.e. if the change was being made 
one  month into the regime then the number of issues would change from 6 to 5. 

 

The edited version will show next to the original repeat template. It will not have been issued yet.  

In Repeat Templates 
wƛƎƘǘ Ψ/ƭƛŎƪΩ ƻƴ ǘƘŜ ǊŜǇŜŀǘ ǘŜƳǇƭŀǘŜ ǘƻ ōŜ 
copied (Metformin) 
{ŜƭŜŎǘ ΨbŜǿ wŜǇŜŀǘ .ŀǎŜŘ ƻƴ ǘƘƛǎΩ 
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Repeat this process for the other items on the prescription ǊŜƳŜƳōŜǊƛƴƎ ǘƻ ŀƭǘŜǊ ǘƘŜ ƴǳƳōŜǊ ƻŦ ΨaŀȄƛƳǳƳ LǎǎǳŜǎΩ ǘƻ 
ōŜ ƛƴ ƭƛƴŜ ǿƛǘƘ ǘƘŜ ΨŜŘƛǘŜŘΩ ƳŜŘƛŎŀǘƛƻƴ 

 

If the Repeat Template needs to be post-dated it would need to be applied to All of the medications on the 
ǘŜƳǇƭŀǘŜΦ Lǘ Ŏŀƴ ōŜ ŘƻƴŜ ǳǎƛƴƎ ǘƘŜ ŎŀƭŜƴŘŀǊ ƻƴ Ψ aŜŘƛŎŀǘƛƻƴ {ǘŀǊǘ 5ŀǘŜΩ 
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9ƴǎǳǊŜ ǘƘŜ ƴǳƳōŜǊ ƻŦ ΨaŀȄƛƳǳƳ ƛǎǎǳŜǎΩ ƛǎ ŀƭǘŜǊŜŘ ƻƴ ![[ ŀŦŦŜŎǘŜŘ wŜǇŜŀǘ ¢ŜƳǇƭŀǘŜǎ 

 

 

 

 

 

 

Ensure this process is carried out for ALL affected Repeat Templates 

Note: ¢ƘŜȅ ŀǊŜ ƴƻǘ ȅŜǘ ΨwŜǇŜŀǘ 5ƛǎǇŜƴǎŜŘΩ 

 

Select the Medication to be Cancelled using the CTRL Key and press the  button.  

Select the most appropriate reason for cancellation and OK 
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The edited prescription can now be converted to an eRD regime in the same way as before just highlighting the 3 

items this time and   
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     Save the record either Sign or send for Signing                                                                  

   

²ƘŜƴ ǘƘŜ ǇǊŜǎŎǊƛǇǘƛƻƴ ǿƛǘƘ ǘƘŜ ƻƭŘ ƛǘŜƳǎ ǿŀǎ ŎŀƴŎŜƭƭŜŘ ƛǘ ǎŜƴǘ ŀ Ψ/ŀƴŎŜƭƭŀǘƛƻƴ wŜǉǳŜǎǘΩ ǘƻ ǘƘŜ ǎǇƛƴŜ ǘƻ ǘǊȅ ŀƴŘ ŎŀƴŎŜƭ 
ALL outstanding prescriptions.  
Any Prescriptions sitting on the spine will be cancelled 
If one of the prescriptions is in the pharmacy; a task will appear stating there ƛǎ ŀƴ Ψ9ƭŜŎǘǊƻƴƛŎ tǊŜǎŎǊƛǇǘƛƻƴ 
/ŀƴŎŜƭƭŀǘƛƻƴ wŜƧŜŎǘƛƻƴΩ ƛƴ {ȅǎǘƳhƴŜ. This is informing you that the cancellation request you sent to the spine has 
ōŜŜƴ ǊŜƧŜŎǘŜŘ ōŜŎŀǳǎŜ ƻƴŜ ƻŦ ǘƘŜ ǇǊŜǎŎǊƛǇǘƛƻƴǎ ǿŀǎƴΩǘ ǘƘŜǊŜΦ  
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A Cancellation Rejection task will be produced for each of the medications.  
The task will inform you where that prescription is and what you need to do. With Dispenser means the pharmacy 
have the prescription in their system. You would need to call the pharmacy and ask them to return the prescription 
to the spine or mark that issue as ΨNot DispensedΩ. The contact details are on the task message. 
If it said that the prescription was with the patient you would need to contact the patient to inform them not to take 
the medication.  

 

Lƴ ǇǊŜǎŎǊƛǇǘƛƻƴ IƛǎǘƻǊȅ ƛǘ ǿƛƭƭ ǎƘƻǿ ŀƭƭ ŘǊǳƎǎ ŀǎ ΨǎǘƻǇǇŜŘΩΦ  

¢Ƙƛǎ ƳƛƎƘǘ ǎŀȅ ΨǿƛǘƘ ǇŀǘƛŜƴǘΩ  

Contact Details  

Each one would be for each of the 
drugs cancelled.   
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Copy and Paste the barcode into the EPS Tracker.  
Lǘ ǎƘƻǿǎ ǘƘŜ ŎŀƴŎŜƭƭŀǘƛƻƴ ŀǎ ΨtŜƴŘƛƴƎΩ 

 

When the prescription is returned to the spine by the pharmacy the cancellation takes effect and the status changes 
ǘƻ Ψ/ŀƴŎŜƭƭŜŘΩ 

 

 

Click into the prescription hyperlink and it shows ALL items in the prescription cancelled.  
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²ƘŜƴ ǘƘŜ ǇǊŜǎŎǊƛǇǘƛƻƴ ƛǎ Ψ/ŀƴŎŜƭƭŜŘΩ ƻƴ ǘƘŜ ǎǇƛƴŜ {ȅǎǘƳhƴŜ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŎŀǊǊƛŜǎ ƻǳǘ ŀ {ǳōǎŜǉǳŜƴǘ /ŀƴŎŜƭƭŀǘƛƻƴ ǘƻ 
ǳǇŘŀǘŜ ǘƘŜ Ψ/ŀƴŎŜƭƭŀǘƛƻƴ wŜƧŜŎǘƛƻƴΩ ǘŀǎƪ ǘƻ Ψ/ŀƴŎŜƭƭŜŘΩ  

 

The view in New Journal 
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The view in Medication 
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WHAT HAPPENS IF THE MEDICATION IS EDITED WITHOUT CANCELLING? 

EDITING an eRD prescription from the Repeat template 

 

 

 

A warning box will appear stating that any changes you make will not affect the issues that are currently on the 
spine.  

 

 
 
 
 

LŦ ǘƘŜ ƳŜŘƛŎŀǘƛƻƴ ƛǎ Ψ9ŘƛǘŜŘΩ using the pencil 

Change the dose, quantity and Maximum Issues 
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The Repeat Template will show that the medication has been edited and the number of issues has changed.  

Lǘ ƘŀǎƴΩǘ ōŜŜƴ ƛǎǎǳŜŘ ŀǘ ǘƘƛǎ Ǉƻƛƴǘ 

 

To re-issue it would need to be re-authorised using the green arrow because of the  ΚL ŘƻƴΩǘ ƎŜǘ ǘƘƛǎΚ
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A message will appear to inform that you already have future issues of this medication on another regime.  

The future issues on the other regime will NOT be cancelled!! On the spine there will be 2 regimes for the same drug 
at different doses which poses a significant clinical risk.  

 

 

Cancellation from New Journal 

If there is an attempt to cancel the medication from the New Journal there will be a warning that informs you that to 
to cancel any outstanding future prescriptions you have to STOP the Repeat Template. If you press YES it will go 
through the process of cancellation. 

 


