FAQ’s by PCT’s/Hospital Trusts 
These guidelines are intended to help in answering some common queries received from Users of our Electronic Systems.
ePACT.net – Connection/Technical Issues
General ePACT.net Queries
General Queries
On-Line Glossary of Terms used on NHSBSA Systems and Reports
ePACT.net
Connection/Technical Issues
Q. When I try to log on I get a Time Out Message 

Q. When I try to log on I get Connection to Server Failed
Q. When I try to log on I get Access denied no Information Systems Available
Q. When I clicked on ‘Enter’ for access I get downloading please wait message


Q. The Snapshot does not work
Q. I cannot export data using CSV
A. When I try to log on I get a Time Out Message

NHS Prescription Services does not set any time outs on its systems.  If this message is received when trying to log on please contact your IT Department. You may receive this message once you are logged on to system as if there is no activity or no reports are running after 20 minutes, a warning appears to say the connection will be closed in 5 minutes. If there is no response to this warning then the connection is closed. In this instance please closed down application and restart.
A. When I try to log on I get the message ‘Connection to Server Failed’
Not enough time is being allowed to get through your firewall.  If this message is received please contact your IT Department.

A. When I try to log on I get a message ‘Access denied no Information Systems Available’
This message means you may be using the incorrect format for your User ID – Please check you are using the ‘@’ at the beginning of your User ID.
A. When I clicked on ‘Enter’ for access I get downloading please wait message

Once ‘Enter’ has been clicked and you get this message leave for a few minutes to make sure enough time has been allowed to connect to the ePACT server.  If you still do not received a prompt for id/password you may need to reconfigure your computer to gain access.  You will need to go to system requirements at the following location – http://epact.ppa.nhs.uk/app_help/sys_req.htm
A. The Snapshot does not work

· Make sure you are allowing pop-up blockers for our website on your internet browser. 
· You need to come out of the system.
· Go to Tools on Internet Browser where you will see Pop-Up Blocker in the drop down menu.
· Make sure it says Turn Off. (Some IT Administrators do not let their users have access to turn pop-up blockers on/off if this is the case you need to see your own IT Department).
· Google/Yahoo etc have their own inbuilt pop-up blockers so if you are using one of these search engines – you might have to turn off the pop-up blockers on the search engine.
A. I cannot export data using CSV
· Please check settings on pc:
· Go to Tools on Internet tool bar.
· Select Internet Options.
· Select the Security Tab followed by the Internet ‘Globe’ and press Custom Level Button.
· Scroll down to the Downloads section and make sure the ‘Automatic prompting for file downloads’ and ‘File download’ are both set to Enable and click ok.
· Click ok on Internet Options to save settings.  You can usually test whether this resolves the problem immediately.

· If ‘Automatic prompting for file downloads’ is disabled the csv file is created and downloaded to the pc but you may not be unaware of this because you have not been prompted to save the file.  Setting it to enabled ensures that you are informed that the file is available.
General ePACT.net Queries
Q. How do I Add/Delete an item(s) to an existing Data Tag? 
Q. How do I Associate a Tag with a Report Template? 
Q. What does the BNF code beginning 19.02.01.0 mean? 
Q. What does the BNF code beginning 19.02.02.0 mean? 
Q. Can you get Dental Prescribing on system? 
Q. What is the difference between Special Order Products Tag and Individually Formulated Preps – Bought In
Q .Special Order Products Tag Queries - Ran Report several months ago and then ran again today and got different figures and different drugs are appearing and drugs are missing
Q. How do I check Drug Tariff Special Order products in ePACT.net?
Q. How can I monitor quantities of Drug Tariff Specials?
Q. What drugs are included in a Blind Tag on the system?
Q. I am unable to add two system tags together
Q. I have ran a Prescriber/Dispenser Report and Form Number not showing next to an item
Q. There is a difference between running a report by just highlighting the practice and expanding the practice to see prescribers (Using Current Children)
A. How do I Add/Delete an item(s) to an existing Data Tag?
You can only delete or amend tags that you have created.

To amend a Tag -

· First open the default BNF tag in the data driver. 

· Select the tag that needs changing from the data selector and then Add the selections in the data driver. 
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· The BNF data driver will show the default BNF tag and the tag you have added. 

· Expand your tag to show the BNF components. 

· Scroll up the data driver and expand the BNF tag. 

· To select multiple tag components hold down the CTRL key whilst clicking items with the left mouse button. 

· Click on the tagging button. 

· Select the tag name you wish to change. 

· Select Save to overwrite the existing tag as well.

To Delete items from a Tag
· Select the tag that needs changing from the data selector and then Show the selections in the data driver. 

· In data driver open the tag. Highlight the items you wish to keep in the tag. To select multiple tag components hold down the CTRL key whilst clicking items with the left mouse button. 

· Click on the tagging button. 

· Select the tag name you wish to change. 

· Select Save to overwrite the existing tag as well.

· The tag will now have an amended component list.
A. How do I Associate a Tag to a Report Template?
In ePACT it's possible to create associations between tags and templates.  This means that when a report template is selected appropriate tags are automatically selected in the data selector.

To a create an association you first have to create your own tags in the data selector (you can also create an association with the standard ePACT tags).

Click on the new report button.

Select the report template that you want to add an association to.  (you can't add an association to the default template)

Click on the 'Edit Associations' button.

You can add an association to automatically select different months, practices or drugs.  

As an example we'll add a drug tag association.

From Association Dimension select 'BNF'.

On the left hand side will be a list of all the BNF tags.  Select the tag you'd like to associate and click on the Associate button.

Click 'Apply & Close'.

The association will be listed in the Additional Template Information.  Now when the user selects the template the drug tag will also be selected.

A. What does the BNF code beginning 19.02.01.0 mean?
· Individually formulated preparations-Bought In.
· Unfortunately we are currently unable to provide any further information on specific products included in this prescribing as this code is used when we do not have a record on our database for an item.  We continue to add products to our database so that in the future the number of these items appearing should reduce.
A. What does the BNF code beginning 19.02.02.0 mean?
· Individually formulated preparations-Prepared Extemp. 
· Unfortunately we are currently unable to provide any further information on specific products included in this prescribing as this code is used when we do not have a record on our database for an item. We continue to add products to our database so that in the future the number of these items appearing should reduce.

A. Can you get Dental Prescribing on system?
There is a national report available on the Information Centre website – (This is based on PCA Data) at:
 http://www.ic.nhs.uk/statistics-and-data-collections/primary-care
A. What is the difference between Special Order Products Tag and Individually Formulated Preps – Bought In

Special Order Products - is special products that the PPD know about.  They are named, unlicensed products that have been identified and added to the database so when we get prescriptions they can be allocated to a specific entry on the database.

Individually Formulated Preps-Bought In – is an “everything else” tag.  It will be mostly specials that either do not have their own listing on the database or are individually created in a way they don’t have a standard name.
A .Special Order Products Tag Queries - Ran Report several months ago and then ran again today and got different figures and different drugs are appearing and drugs are missing
The specials tag is a group of products that we currently have listed as specials on our database. As new items begin to be ordered as specials and as other items become licensed the items move in and out of the tag respectively. As the tag just groups these items together the changes are made retrospectively, meaning that the figures will change over time. 

Due to the large numbers of products involved we are not in a position to provide specific detail about the items going in and out of the specials tag.
A. How do I check Drug Tariff Special Order products in ePACT.net?
You can currently monitor specials prescribing via ePACT.net by using the “Special Order products” tag, located within the BNF tags.  The introduction of Drug Tariff specials means that certain products formerly categorised as Special Order Products will now be categorised as Drug Tariff Special Order products in ePACT. The additional “Drug Tariff Special Order products” tag has been created in order to monitor these products and this can also be found within the BNF tags.  This means that from November 2011 prescriptions, in order to monitor the prescribing of all specials, it will be necessary to use both of these tags independently.  You will then be able to see data relating to both Drug Tariff and Non-drug tariff specials separately.  
A. How can I monitor quantities of Drug Tariff Specials?
All quantities for Drug Tariff Special Order products recorded in our information systems are a reflection of what has been reimbursed rather than what was prescribed.  For these products, all quantities reimbursed will be at least that of the minimum volume pack.   This means that a prescribed quantity that is:

· less than the minimum volume pack will be recorded as the value of the minimum volume pack. 

· equal to the minimum volume pack will be recorded as the value of the minimum volume pack 

· greater than the minimum volume pack will be recorded as the quantity ordered (the value of the minimum volume pack, plus the remainder of the order from the additional pack).

For further information and a list of products, please refer to the Drug Tariff Part VIIIB Arrangements for Payments for Specials and Unlicensed Medicines, or select the appropriate month at http://www.ppa.org.uk/ppa/edt_intro.htm
The Special Order product information published on our website at http://www.nhsbsa.nhs.uk/PrescriptionServices/3201.aspx will reflect these changes from the quarter to December 2011 data. 
A. What drugs are included in a Blind Tag on the system

If you need to know what is included in a Blind Tag – you will need to take a snapshot – the list of drugs used in the Tag will be included at the end of the report
A. I am unable to add two system tags together

BNF System tags can normally be added together for one report. However, if they are System Blind tags you cannot add the two together. Two separate reports will need to be produced for each tag. 
A. I have ran a Prescriber/Dispenser Report and Form Number not showing next to an item
No Form number showing on report if this happens check how you are running your report – The default is current children you may need to run report at All Children level as the prescribing may be attributed to someone who has moved from the practice.  If this still does not bring in the form no try running the report again this time go to Options at the top of the page and change to ‘show prescribing for practice’ as this will bring in all the prescribing for the practice ie PCT Nurse prescribing and other prescribers not attached to the practice but who have prescribed on behalf of the practice
A. There is a difference between running a report by just highlighting the practice and expanding the practice to see prescribers (Using Current Children)

When the practice is just highlighted you will see any prescribing that is attributed to practice this will include Non Practice Prescribers and PCT Nurses.

When you expand the practice you will only see the prescribing by the prescribers that are currently attached to the practice. 

If you want to run a report to show PCT nurses it is advised to run a report in Monitor and add fields Patient Practice Name/Code and POBO (Prescribing On Behalf Of) Name/Code to see where the prescribing is attributed to. 

You can also tick the box in Options to “Show Prescribing for Practice” to see prescribing attributed to the practices only.
General Queries
Q. Where can I find Forecast Out-Turn figures? 

Q. When will Data available?
Q. Queries regarding Practice Budgets, Spurious Numbers Queries, Practice/Prescriber/Dispenser/Hospital Specialities Numbers Queries, List Size Queries
Q. What is NIC

Q. What is Actual Cost

Q. Where do I find MUR (Medicine Use Review) 

Q. Where can I see the PACT Standard Reports or OOH’s (Out of Hours Reports)
Q. Where can I find Copies of Drug Tariff Past and Present
Q. I want to request a Prescription Search
A. Where Can I find Forecast Out-Turn figures?
On our website www.nhsbsa.nhs.uk go to:

· Home page

· Prescription Services

· Information Services
· Financial Forecasting Methods including the Forecast Out-Turn Figures
· Forecast Out-Turn

There is also a Forecasting Methods Spreadsheet available to assist with Financial Planning:

On our website www.nhsbsa.nhs.uk go to:

· Home page

· Prescription Services

· Information Services

· Financial Forecasting Methods including the Forecast Out-Turn Figures
· Forecasting Methods
A. When will data be available?

On our website www.nhsbsa.nhs.uk go to:

· Prescription Services

· Information Services

· General Information

· Click on Availability of NHS Prescription Services’ information reports
A. Queries regarding Practice Budgets, Spurious Numbers Queries, Prescriber/Dispenser Numbers Queries, List Size Queries
· Contact – NHS Prescription Services  Prescriber Information
· Telephone Number: 0191 203 5112 or E mail prescription.information@ppa.nhs.uk
A. What is NIC
Net Ingredient Cost – This is the basic price of a drug as stated in Part II Clause 8 of the Drug Tariff  http://www.nhsbsa.nhs.uk/924.aspx . The NIC does not include out of pocket expenses, except in the Prescribing Cost Analysis (PCA) reports available through the Health and Social Care Information Centre.
A. What is Actual Cost
Actual Cost - The actual cost is the basic price of the drug less discount based on the National Average Discount Percentage (NADP) from the previous month plus the container cost. The calculation for the discount amount is the basic price multiplied by the NADP. 

The calculation for the discount amount is the basic price multiplied by the NADP. Actual Cost only relates to England.
A. Where do I find MUR (Medicine Use Review) 
This can be found on the Remuneration Report. This can be found in PCT Reports – The id and password for this site is different from ePACT.net - http://www.epact.ppa.nhs.uk/systems/sys_main_PCTreport.htm
A. Where can I see the PACT Standard Reports (Prescribing Analysis Report (PAR)) or OOH’s (Out of Hours Reports)
These can be found in PCT Reports – The id and password for this site is different from ePACT.net - http://www.epact.ppa.nhs.uk/systems/sys_main_PCTreport.htm
A. Where can I find Copies of Drug Tariff Past and Present
On Website: http://www.nhsbsa.nhs.uk/924.aspx There are 23 back copies plus the current month
A. I want to request a Prescription Search
You can download the relevant form and instructions on how to run a report from ePACT to get relevant information to complete the form from our website at:

http://www.nhsbsa.nhs.uk/PrescriptionServices/955.aspx
On-Line Glossary of Terms used on NHSBSA Systems and Reports

There is an online glossary on the website for common terms used:
On our website www.nhsbsa.nhs.uk go to:

· Prescription Services

· Information Services

· General Information

· Click on Glossary of Terms for Prescribing Reports
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