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FAQs – Information Services Portal

These guidelines are intended to help in answering some common queries received from Users of our Information Services Portal


Access Queries


Technical Issues



 HYPERLINK  \l "generalsystemqueries" 

General System Queries

General Queries
GP (Practice) Queries 


Online Glossary of Terms used on NHSBSA Systems and Reports
CD Monitoring – Analysis Reports Queries
Access Queries



Q. How do I get access to the system
Q. I work in a GP practice – should I apply for access
Q. NHS/Other Public Sector Body - Who do I get to authorise my access to the system
Q. I work in a GP Practice who do I get to authorise my access
Q.  I have not activated my account via the registration email.  The link has now expired.  How do I get access to the system
Q.  I have registered to use the Information Services Portal but I have now changed my email address do I need to re-register
Q.  I currently have access ePACT.net only will I automatically get access to Information Services Portal
Q. I am an authoriser and have received the email asking to approve or reject another user’s application, how do I do this?
Q. I’ve received an email to approve or reject an application, but when I click the link in the email I receive an error saying ‘Access Denied – You do not have permission to view this page. Click here to visit the home page’.
Q I have forgotten my password – How do I get it reset
A.  How do I get access to the Information Services Portal
NHS Information Services Portal is an Internet Based system http://www.nhsbsa.nhs.uk/PrescriptionServices/3607.aspx  If you are an NHS/Other Public Sector Organisation/GP Practice with a valid reason to access the Portal you can register to use the system.  If you are a non NHS/Public Sector Organisation you can log on as a Guest User to see a limited view of the data

A. I work in a GP practice – should I apply for access

Yes - The reports available in the Information Services Portal are based around the reports that were available to GP Practices via the Electronic Prescribing and Financial Information for Practice ePFIP system.  ePFIP has now been decommissioned and all data is accessed via the Information Services Portal 

click the link below for details on how to register http://www.nhsbsa.nhs.uk/PrescriptionServices/3623.aspx
A. NHS/Other Public Sector Organisation - Who do I get to authorise my access to the system

Each organisation has been asked to submit the name of a person who can authorize access to the system. When you select your organisation during the Automated registration process you will be presented with the name(s) of those who can authorize for the organisation.  If no name appears you can free type the email address of the person who you wish to authorize the access. NHSBSA Information Services will contact that person to advise they have been selected to authorize access and add their name to the list.

A. I work in a GP Practice/Cost Centre - Who do I get to authorise my access to the system

Each practice has been asked to submit the name of a person who can authorize access to the system. When you select your practice during the Automated registration process you will be presented with the name(s) of those who can authorize for the practice.  If no name appears you can free type the email address of the person who you wish to authorize the access. NHSBSA Information Services will contact that person to advise they have been selected to authorize access and add their name to the list.

A.  I have not activated my account via the registration email.  The link has now expired.  How do I get access to the system

If your details have not changed you will need to contact Information Services via email NHSBSA.registration@nhs.net or Telephone Information Services on 0191 2035050 who will re-activate your account.

A.  I have registered to use the Information Services Portal but I have now changed my email address do I need to re-register

If you have not activated your account you will have to re-register to use the Portal by completing the automated registration process.

If you are an active user you will need to inform NHSBSA Information Services that you have now changed your email address and they will change your log in details

You can do this via email NHSBSA.registration@nhs.net or telephone Information Services on 0191 2035050

You will be asked to confirm your new email address and you will be required to answer a security question

A.  I currently access ePACT.net only will I automatically get access to Information Services Portal

You will not receive automatic access to the Information Services Portal.  If you require access you will need to register to use the Portal by completing the automated registration process.  

http://www.nhsbsa.nhs.uk/PrescriptionServices/3623.aspx 

A. I am an authoriser and have received the email asking to approve or reject another user’s application, how do I do this

If you click on the link in the email this will take you straight to the pending applications tab in the system. If you are already logged into the system you will need to click on ‘My Account’ at the top of the screen. The ‘Pending Applications’ tab will be available to open above your personal details. This contains all applications which are waiting for your approval.

A. I’ve received an email to approve or reject an application, but when I click the link in the email I receive an error saying ‘Access Denied – You do not have permission to view this page. Click here to visit the home page’.

This error occurs when you have access to multiple organisations and your default organisation is one for which you don’t have authorisation privileges.  To view pending applications, click ‘Home’, then select the organisation for which you are an authoriser from the drop down selection.  Then click ‘My account’ followed by ‘pending applications’ to view applications awaiting your approval.  

A.I have forgotten my password – How do I get it reset

You can click on ‘Forgotten You Password’ on the log in screen; you will be required to answer two security questions. You can also contact Information Services either by:

Telephone – Telephone Number 0191 2035050 or

Email – nhsbsa.help@nhs.net 

When contacting Information Services please provide your Organistaion, Practice or Cost Centre Code as this will make it easier in locating your ID to reset your password. (Practice Code uses the format of a letter followed by 5 numbers, for example “A12345”).

Technical Issues

Q. What screen resolution is best for viewing reports
Q. What are the system requirements required to run the Information Services Portal on my PC
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Q. What Browser do I need to access Information Services Portal

Q. Will there be any training courses available for using the system
Q.  Will there still be Help Desk support available for using the Information Services Portal
Q. I have clicked on the “Contact Us” link and the link is not working and no email template has appeared on screen to populate
A.  What screen resolution is best for viewing reports

Screen resolution should be set to 1024 x 768 pixels

A. What are the system requirements required to run the Information Services Portal on my PC

The Information Services Portal is internet based so there are no specific system requirements to access and download data from the Portal

If you are downloading reports into other applications and there is a problem it may be to do with the settings on your PC

A. What Browser do I need to access Information Services Portal

The following browsers are supported by NHS Prescription Services but the system may work on other Browsers:

IE7, 8 and 9

Firefox 3.6 and 11

Google Chrome

IE10 is not currently supported and if you have any issues please try one of the browsers which are supported

The following browsers are supported by NHS Prescription Services but the system may work on other Browsers:

IE7, 8 and 9

Firefox 3.6 and 11

Google Chrome

IE10 / 11 are not currently supported and if you have any issues please try one of the browsers which are supported

When accessing the Remuneration Reports / Schedule of Payments within the system some users operating older versions on Internet Explorer may experience technical difficulties.

The below work around will allow access to the reports.

In Internet Explorer toggle the following option:

Tools > Internet Options > Advanced > Security > Do not save encrypted pages to disk

In newer versions of IE this option will be greyed out. 

This problem was due to the fact these files are sent through an encrypted connection.  Older versions of IE have to specifically be told if they should save a copy of the file to IE web cache or not.

If this option is greyed out we would recommend accessing the system via a different browser either Google Chrome of FireFox

A. Will there be any training courses available for using the system

There are no training courses available but there are “User Guides” available to assist you in the use of the system

The User Guides have been designed to guide you through the functionality within the Information Services Portal and will enable you to utilise the many features within the system
User Guides – http://www.nhsbsa.nhs.uk/PrescriptionServices/3625.aspx
Webex sessions are also available to provide an overview of the portal and provide guidance on how to navigate around the system, showing the various functions of the system.  Dates are posted on the website – http://www.nhsbsa.nhs.uk/PrescriptionServices/3607.aspx
A.  Will there still be Help Desk support available for using the Information Services Portal

We will be providing Help Desk support which will be available Mon – Fri 8.30 am to 4.30 pm 

Tel No: – 0191 2035050 or email: nhsbsa.help@nhs.net
A. I have clicked on the “Contact Us” link and the link is not working and no email template has appeared on screen to populate

The reason this may have occurred could be due to the following:

There is no email client on your machine.

The email client software may have been preinstalled by the computer vendor, but never used or configured. If you click on a mailto link, either the browser will display an error to the effect that no default email client exists, or you will be subjected to a number of technical questions by the non-configured email client.

You may get an error because your browser cannot identify the email client

If you need to contact us please send an email from your own email account to nhsbsa.help@nhs.net or telephone 0191 2035050
General System Queries

Q. Does the data in MO KTT/Prescribing Comparator Reports include Non Practice prescribing
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Q. I have a query on what drugs are included in an indicator



HYPERLINK  \l "qippspecifications"

Q. What are the specifications used in QIPP Indicators
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Q.  How often are the Prescribing Comparators data updated



HYPERLINK  \l "Practicescomparednationally"

Q. I have selected from MO KTT “Practices compared nationally”  and there is no “Filter or Highlight” Tab
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Q. I have run a search and have tried to select a report which does not let me access

Q. I have selected a report but there is no “Filter” tab on the report/data views
Q. Why are PCT/ SHAs still appearing in the data following the implementation of NHS reforms
Q. When I run a report at PCO level and then run the same report at Practices within a PCO the PCO totals are different.
Q. I have run a Potential Generics Savings Report for a practice and no report is available.
A. Does the data in MO KTT/Prescribing Comparator Reports include Non Practice prescribing

MO KTT/Prescribing Comparator Report data only includes prescribing data for prescribers who are directly linked to a practice (practice based).  This means that prescribing by non-practice based non-medical prescribers such as community nurse prescribers are not included within the MO KTT/Prescribing Comparator Report data

Please note: This is a change in data source for MO KTT reports previously published on NHS Prescription Services website

A. I have a query on what drugs are included in an indicator

The Health and Social Care Information Centre (HSIC) provide the NHS Prescription Services with the Comparators so any queries about what drugs are included or excluded should be directed to the HSIC.  www.hscic.gov.uk  or Tel No 08453006016

A. What are the specifications used in MO KTT Indicators
For descriptions and specifications for the MO KTT prescribing comparators, please refer to the NHS Health and Social Care  Information Centre document – MO KTT Prescribing Comparators: Description and Specification.
http://www.hscic.gov.uk/article/2021/Website-Search?q=prescribing+measures&go=Go&area=both
A.  How often is Prescribing Comparators/MO KTT data updated

The data is updated on a quarterly basis and the drug lists are updated annually. Changes are made for the first release of the financial year, the quarter ending in June

A. I have selected from MO KTT “Practices compared nationally” and there is no “Filter or Highlight” Tab

This is because this is such a large report and it is only available as a download.  You can download the report into excel and exclude/highlight practices

A. I have run a search and have tried to select a report which does not let me access

You can search on all reports but if you do not have the permissions to access a particular report you will not be allowed to view the report

A. I have selected a report but there is no “Filter” tab on the report/data views

“Filter” is only available on those data views in reports where “Highlight” tab is available

A. Why are PCT/SHAs still appearing in the data following the

 implementation of NHS Reforms

Data can still be seen under some PCT and SHAs in the reports because some practices still have not joined a CCG therefore it is not possible for NHS Information Services to show their data in the new structure.

A. When I run a report at PCO level and then run the same report at Practices within a PCO the PCO totals are different.

This is due to practice movement. When you run a report to show practice level data you are seeing the current view of the practices within that PCO whereas if you run the report at PCO level it shows the view for the current quarter.

Also the practice report adds up the list sizes on the current view of the practices on the report you are viewing  but at PCO level it will add up all the list sizes of the all practices regardless of if there is any prescribing and that is where a difference occurs.

A. I have run a Potential Generics Savings Report for a practice and no report is available.

When running a Potential Generics Savings report the system will only return a report if there is data available.

If no report is returned this would indicate that there are no potential generic savings which could be made at the practice.

General Queries
Q. Where can I find Forecast Out-Turn figures
Q. When will Data available
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Q. Queries regarding Practice Budgets, Spurious Numbers Queries, Practice/Prescriber/Dispenser/Hospital Specialties Numbers Queries, List Size Queries

Q. What is NIC

Q. What is Actual Cost

Q. Where can I find Copies of Drug Tariff Past and Present
Q. I want to request a Prescription Search
Q. Where can I get data on Dental Prescribing



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

· 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 Organisational Database Team

· Telephone Number: 0191 2035112 or Email nhsbsa.prescriptioninformation@nhs.net 

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  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

Pre – July 2012 dispensing - 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. Actual Cost only relates to England.

With effect from July 2012 dispensing – Actual Cost Definition – The actual cost is the basic price of the drug less the National Average Discount Percentage (NADP) plus Payment for Consumables (previously known container allowance), Out of Pocket Expenses and Payment for Containers (10p for splitting packs).

The calculation for the discount amount is the basic price multiplied by the NADP.   Actual Cost only relates to England

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/3386.aspx 

A. Where can I get data on Dental Prescribing
There is a national report available on the Health and Social Care Information Centre website – (This is based on PCA Data) at:  

http://www.hscic.gov.uk/article/2021/Website-Search?productid=11545&q=dental+pca&sort=Relevance&size=10&page=1&area=both#top
GP (Practice) Queries

Q. Can I see my own data on the system 

Q. Common Abbreviations Used in PDPI
Q. Can I have a copy of the PACT report
Q. If the data the I want is not available on this system what can I do
Q. How do I Reconcile Personally Administered Claims and Identifying High Cost drugs
Q. On the PAR Report  in the Top 20 Cost Drugs in Your Practice the following appears  Generic Co Prepn BNF 19.02.01.0 or 19.02.02.0 appears what does this mean
Q.  I require information for my appraisal can this be found on system
A. Can I see my own data on the System 

Run a PDPI report, instructions given below:

Open +Report: Available report categories are displayed.

Open Prescribing Monitoring: Select prescribing Monitoring.

Open Practice Detailed Prescribing Information (PDPI): Default report will open.

Click on Data Selector: Report parameters will be available to select.

Open data view drop down menu: Select Detailed prescribing information at prescriber level ordered by prescriber.

Select a month from time period menu: Open a financial year, a quarter and then highlight a month.

Select a BNF Level: Presentation will bring the report to individual item level.                                                                             Click on Get Report: Report page will open, presentation level reports will need to be downloaded before viewing.

A.Common Abbreviations Used in PDPI:

Common Abbreviations Used in PDPI:

BS: Borderline Substance 

CD: Controlled Drug 


GFA: Generic Form Available 

N: New Drug 

V: CSM Monitored Drug 

B: Bulk Prescribed 

D: Dilution 

P: Personally Administered

A.Can I have a copy of the PACT Report

This is now available electronically and you need to access the system and select the Prescribing Analysis Report (note this is now only available at Practice Level).

A.If the data that I want is not available on this system what can I do

You need to contact your CCG who can use the ePACT.net system which holds more detailed prescribing information. 

A.How do I Reconcile Personally Administered Claims and Identifying High Cost drugs

From the home page select:

•
+Report

•
Prescribing Monitoring

•
Personally Administered Items

•
Data selector can be used to select relevant month.

A. On the PAR Report in the Top 20 Cost Drugs in Your Practice the following appears Generic Co Prepn BNF 19.02.01.0 or 19.02.02.0 what does this mean

19.02.01.0

•
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.

19.02.02.0

•
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.  I require information for my appraisal can this be found on system

This system is a useful tool in gathering information for a GP’s appraisal.

The reports PAR (Prescribing Analysis Report) and PMD (Prescribing Monitoring Document) are useful as they give data on how the Practice is performing compared to CCG and National averages.

The Practice Detailed Prescribing Information (PDPI) part of the system is where a GP can see their own data.

Instructions are given above on how to run a report to see own data.

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

CD Monitoring – Analysis Reports Queries

Q. The data appears to be in a strange order - How is it ordered
Q. What is the horizontal axis
Q. One of the dots in the report is black, whereas all the others are red.  Why is this?
Q. On selecting the “prescribers within a practice” view and then a particular practice, “no data available” message on screen – What does this mean
Q. I have selected the “All prescribers within Practice” view and yet the report title says “All practices” - Why is this



A. The data appears to be in a strange order.  How is it ordered? 

Prescribers within an Area Team and Practices within an Area Team show outlier prescribers or practices only.  They are listed in order of the degree to which they are deemed to be an outlier.  This is not necessarily the same order as indicator value, as the total amount of prescribing is also considered.  For further details please refer to LINK

A. What is the horizontal axis?

For both the Prescribers within an Area Team and Practices within an Area Team reports, the x-axis indicates the total number of prescription items for the prescriber or practice respectively. 

A. One of the dots in the report is black, whereas all the others are red.  Why is this?

If you have highlighted a practice within an Area Team, this will show within the chart as a black dot instead of red.

Also, if you have been set up as a Practice user, your own practice will automatically be highlighted in the report.  This is the case unless you opt to highlight a different practice.

A. On selecting the “prescribers within a practice” view and then a particular practice, “no data available” message on screen – What does this mean


[image: image1]
This is because there is no prescribing for the practice you have selected.  It may be that you have selected a non-GP practice with the option to include only GP practices. Conversely, you may have selected a GP practice with the option to include non-GP practices.

A. I have selected the “All prescribers within Practice” view and yet the report title says “All practices”.  Why is this?

All reports, including Prescribers within a Practice will default to the “all practices” option. This will be reflected in the title of your data table. It may appear odd when you are considering prescribing within one practice, but this title merely confirms that data will be shown whether the practice selected is a GP or non-GP practice. 
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