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Logging in

Before logging in, make sure you have activated your account by clicking on the link 
included in your registration email. 

After activating your account, log in to the Information Services Portal at
http://www.nhsbsa.nhs.uk/3607.aspx and click on ‘Access here’.

The Login box below will be displayed.  Enter your email and the password you set up when 
activating your account.

  
You will now see the home page: 

On the home page you will find links to enable you to view reports and request data, as well 
as useful information we have published as a Broadcast message. You can also bookmark 
your most frequently accessed reports and there is a search facility to help you find 
information.

http://www.nhsbsa.nhs.uk/3607.aspx
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Reports

A number of reports are available, depending on how you are registered.  After logging into 
the system, click on the blue ‘+Report’ button near the top left hand corner of 
the screen on the home page to see the reports you can access.  Most reports 
can be downloaded or printed directly from the system.

Reports are divided into several categories.  Click on one of the yellow folders to open an 
additional pane showing the contents of that report category, then click on a report title to 
open up that report in a new browser window.
 

Reports typically default to the latest data available for your selected organisation (although 
there are some exceptions to this, e.g. Practice Detailed Prescribing Information (PDPI) 
report).  Most reports can be changed to show different time periods or to display the 
information in a different way by clicking the ‘Data Selector’ button in the top left hand 
corner.  This will open the window shown below where you can make the selections required 
before clicking the ‘Get Report’ button.  Your new report will then be displayed.  
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To print the report displayed, click on the ‘Print’ button near the top of the
screen.  You can also download reports in multiple formats
(some exceptions apply) by clicking the ‘Download’ button.  
           
Some reports contain data for a lot of different organisations.  Where applicable, a 
‘Highlight’ and/or ‘Filter’ button is displayed near the top of the screen.  Use these buttons to 
highlight a specific organisation or to filter out organisations respectively.  
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Data Download

The data download facility enables users to download and manipulate large 
volumes of data using their choice of software.  Click on the blue ‘+Data’ 
button near the top left hand corner of the screen on the home page
 
Three data download categories are available.  Click on a yellow folder to open an additional 
pane showing the contents of that data download category, then click on a data download 
report title to open that data download.
 

A data selector screen will be displayed.   Select the required criteria then click ‘Get Data’.  
Each of the reports has a different range of selections available.
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If the data requested is readily available, you will be prompted to open or save the 
downloaded data.  If the data is not readily available, the following prompt will be 
displayed:

Click ‘Submit’.  The following message with be displayed, detailing the reference number 
that has been allocated to your data download request.  You will receive an email when your 
data is ready.
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Further information 

Updating your details

To update your details, click on ‘My Account’ located at the top of the home page. 

The ‘My Account Details’ page will be displayed, where you can update the name, telephone 
number and password details the NHS Business Services Authority holds for you located at 
top of home page.  Please note you can’t change your email address on this page.  If you 
need to update your email address, please contact Information Support using the contact 
details below. 

Please remember that Information Services Portal passwords expire every 28 days. Your 
password must contain a mix of uppercase and lowercase letters plus either a symbol or a 
number.  For details of the other tabs on the My Account screen, please refer to the user 
guides linked below. 

You can find more information about the Information Services Portal at:

http://www.nhsbsa.nhs.uk/3607.aspx

including full user guides, report information and FAQs. 

User guides - http://www.nhsbsa.nhs.uk/PrescriptionServices/3625.aspx  

Report information - http://www.nhsbsa.nhs.uk/PrescriptionServices/3624.aspx 

FAQs - http://www.nhsbsa.nhs.uk/Documents/PrescriptionServices/ISP_Prescribing_FAQs.doc 

Contact us

Support is available 8:30 - 4:30 Monday to Friday.

Please call us on:
0191 203 5050 or

email us at:
nhsbsa.help@nhs.net

We welcome your feedback about the system, so please click the ‘Feedback’ button found 
at the bottom of the screen and complete the form. We log and respond to all comments 
as they help us to continually improve our systems and shape the future of information 
provision.

http://www.nhsbsa.nhs.uk/3607.aspx
http://www.nhsbsa.nhs.uk/PrescriptionServices/3625.aspx
http://www.nhsbsa.nhs.uk/PrescriptionServices/3624.aspx
http://www.nhsbsa.nhs.uk/Documents/PrescriptionServices/ISP_Prescribing_FAQs.doc
mailto:nhsbsa.help%40nhs.net?subject=

