
 

       
 

 

Prescribing Services 

eSchedule User Guide 

 
 
 
 

Version: 5.0  
Issue Date: 2-Feb-22 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



eSchedule User Guide 

 

Page 2 of 16 

 

VERSION HISTORY 
 

Version Date Issued Brief Summary of Change 

1.0 6-Jul-07 First Release 

2.0 1-Sep-09 Incorporating drug search facility and connection issues 

2.1 1-Apr-11 Shared Services branding applied 

2.2 25-Jul-12 Shared Services Partnership branding applied 

3.0 8-Jan-15 Incorporating Returns facility  

4.0 22-Jun-17 Incorporating Download Schedule facility 

5.0 02-Feb-22 Incorporating Fees Details facility and Returns amendments 
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OVERVIEW 
 
eSchedule is a web application that enables users to analyse details of reimbursement (the cost of the drugs, 
appliances etc which have been supplied against an NHS prescription form) and remuneration (what is paid 
as part of the dispensing contract e.g. professional fees etc.) to dispensing contractors in Wales.  
 
Information is aggregated at two levels: - 

• Pharmacy Contractor Account 

• Local Health Board  
 
The application is based on the detailed paper payment schedule currently sent to pharmacy contractors 
each month.  Each section of the existing report is represented as a tab on the page.  The sections cover: - 

• Statement of Payments 

• Payment Amounts - High level summary  

• Drug and Appliance Costs  

• Fees breakdown - Includes professional fees, additional fees and payments for essential services  

• Charges - Collected as a result of patients that are not exempt  

• Prescription data - Number of forms received, number of items referred back etc.  

• Switched Items - Details of items transferred between exempt and chargeable groups  

• Local Payments - Details of payments made direct by Contractor Services  

• Expensive Items - Details of prescriptions that have a basic price of £100+ 

• Category M & Zero Discount Items 

• Drug Search 

• NCSO drugs  

• Returns - Details of your monthly returns,  Please Note the eReturn Open Status Report is only 
available for those signed up to the eReturns application 

 
Each tab contains summary level information and hyperlinks to more detailed information including a facility 
to view images of dispensed prescriptions. 
 

CONNECTING TO ESCHEDULE 
 
eSchedule is only available via the NHS Wales intranet.   
 

NOTE 
Community Pharmacy users should note that they will only be able to connect using machines 
that are linked to their N3 connection.  You should contact your system supplier to check which 
machines are connected.  Suppliers may need to make some configuration changes to allow 
access to the site.  You should provide them with the following details:- 

• DNS name = http://prescribing.wales.nhs.uk 

 

REGISTRATION 

Local Health Board Users 

 
LHB users who have a Prescribing Services account can access eSchedule using their current user name 
and password.  If you do not have an account please register using the online automated process.  Please 
note that you will need authorization from your Head of Pharmacy & Medicines Management (HoPPM) if you 
require access to prescription images. Your HoPPM should email your details, confirming authorization to 
prescribing.management@wales.nhs.uk. 
 

Contractor Services Users 

 
Contractor Services users who have a Prescribing Services account can access eSchedule using their 
current user name and password. If you do not have an account please ask us to register you by providing 

http://prescribing.wales.nhs.uk/
http://prescribing.wales.nhs.uk/UserRegistration/register.cfm
mailto:prescribing.management@wales.nhs.uk
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the following details using the feedback link on the Prescribing Services web site or by emailing us at 
prescribing.management@wales.nhs.uk: - 

• Full name 

• Role 

• Email address 

• Contact telephone number 

Other NHS Users 

 
Please contact us by email to prescribing.management@wales.nhs.uk or using the feedback link on the 
Prescribing Services web site to find out if you are eligible to use the application. 
 

Community Pharmacy Users 

 
Please ask us to register you by completing the eSchedule request for access form and emailing it to us at 
prescribing.management@wales.nhs.uk  
 

LOGGING IN 
 
To log in to eSchedule: - 

1. Go to the Prescribing Services secure applications log in page – 
http://prescribing.wales.nhs.uk/CommonLogin/CommonLogin.cfm 

2. Enter your user name and password 

3. You will be redirected to the Prescribing Services Applications Home Page 

4. Select eSchedule from the Online Applications list in the top right hand corner of the page. 

 

 

 
Fig. 1 – Prescribing Services Applications Home Page 

 
 

http://howis.wales.nhs.uk/sites3/feedback.cfm?orgid=428
mailto:prescribing.management@wales.nhs.uk
mailto:prescribing.management@wales.nhs.uk
http://howis.wales.nhs.uk/sites3/feedback.cfm?orgid=428
http://www.wales.nhs.uk/sites3/docopen.cfm?orgid=428&id=214090
mailto:prescribing.management@wales.nhs.uk
http://prescribing.wales.nhs.uk/CommonLogin/CommonLogin.cfm
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ACCOUNT SELECTION 

Local Health Board and other NHS Users 

Users will have access to Overall Health Board information, LHB summary information and may (depending 
on their access rights) also have access to individual pharmacy account information. 
 

To select a Health Board 
 
1. Select the Health Board from the account list 

2. Choose Period 
3. Click Submit. 
 

 

 

 

To select a Local Health Board 

1. Select a Local Health Board from the account list 

2. Choose Period 

3. Click Submit 
 

 
Fig. 2 – Local Health Board Selection 
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To select an individual pharmacy account 

1. After selecting a Local Health Board, check the Individual Accounts box 

2. The Account List will change to show a list of pharmacies in the selected LHB 

3. Choose a pharmacy from the list 

4. Click submit 

 
Fig. 3 – Individual Account Selection 

Community Pharmacy Users 

Independent (Single Premises) Pharmacies 

If you’re credentials relate to an independent pharmacy with one premises, eSchedule will pre-
populate the account field with your account number – just select a month and click submit to 
retrieve your payment information. 

 

Pharmacy Chains, Corporates and Multiples 

If you’re credentials relate to a chain with more than one premises, the account list will display the 
premises to which you have access. 
 
1. Select a month 
2. Choose a premises from the list 
3. Click submit 

 
 

 

 
Fig. 4 – Pharmacy Account Selection 
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RESETTING THE SELECTION LIST 
To return to your original selection list at any time, click the Reset button.  

 

 
 
Fig. 5 – Resetting the Selection List 

 
 
 

NOTE 
Users who only have access to individual pharmacy accounts will not see the reset button 
because the contents of the selection list do not change. 
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VIEWING SUMMARY LEVEL INFORMATION 
 
Summary level information is presented in the following reports: - 

• Statement of Payments 

• Payment Amounts – Fig 6 
• Drug & Appliance Costs – Fig 7 (breaks down the first line of the Payment Amounts report into sub categories) 

• Fees (breaks down the second line of the Payment Amounts report into sub categories) 

• Charges  

• Prescription Data 

• Switched Items 

• Local Payments (payments authorised by the LHB for enhanced, advanced and local services) 
 
To access these reports click on the corresponding tab – the current tab is highlighted in blue as shown 
below. 

  

 
Fig. 6 – The Payment Amounts report 

 

 

 
Fig. 7 – The Drug & Appliance Costs report 
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VIEWING PRESCRIPTION LINE ITEM DETAIL 
 
Prescription line item reports provide one row of data for each prescription item. They display:- 

• Form number 

• Item No 

• Description of drug reimbursed 

• Quantity dispensed 

• The reimbursement price  
 
Where applicable the dispensing fee relating to that item is also shown (see Fig 9 below). 

 

NOTE 

Prescription line item reports are only available when an individual pharmacy account is selected 

Accessing Prescription Line Item Reports 

 
Prescription line item reports are accessed in three ways. 

Drill down hyperlinks in summary level reports 

 
The following drill-down hyperlinks are currently available: - 
 

Drug & Appliance Costs Report 

• Out of pocket expenses 
 

Fees Report 

• Unlicensed Medicines (specials) 

• Appliances  

• Extemp. liquids ordered in more than one container (obsolete from April 2012) 

• Schedule 2 controlled drugs 

• Schedule 3 controlled drugs 

• Expensive prescription fees 
 

Cat M & ZD Report 

• Every drug listed in the Top 25 for each category  
 

 

 
Fig 8 – Drill-down hyperlinks in the Fees Report 
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Fig 9 – The extemp liquids line item report 

 

 

NOTE 

Hyperlinks seen in fig8 are only shown when viewing an individual pharmacy account, 
chain pharmacy and Health Board users should use the Fees Details tab instead. 

 

The Expensive Items Report 

 
The expensive items report lists every item with a reimbursement price over £100. 
 
 

 
Fig 10 – The expensive items report 

 

The Drug Search facility 

 
Please see section 9 (below) for a full description of the drug search facility. 
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IMAGES OF PRESCRIPTION FORMS 
 

Prescription Images 

eSchedule provides a facility to view an image of any dispensed prescription form that has been 
reimbursed.  Prescribing Services scan every form submitted for re-imbursement.  The images obtained 
are then stored and made available through this (and other) applications . 

 

To view a prescription image 

1. Access any of the prescription line item reports (see section 7 above) 

2. Click on the prescription icon  for the item you want to view 

3. The image opens in a new window (you can size this window to enable you to view the report and 
the image at the same time) 

 

 

 
Fig. 11 – The Schedule 2 Items report with a prescription image displayed 
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SEARCHING FOR DISPENSED ITEMS 
 
eSchedule’s drug search facility allows users to search for any reimbursed item in a pharmacy account 
using the name of the reimbursed drug. 

 

NOTE 
The drug search facility is only available when an individual pharmacy account is selected 

To search for a reimbursed item 

1. Click on the Drug Search tab 

2. Enter the first few letters of the drug name e.g. “Fentan” 

3. Click SUBMIT 

4. The available drug list is populated with all matching presentations from the Prescribing Services 
reimbursement drug database 

5. Click on the drug(s) you want to search for 

6. Click ADD to add them to the search drug list 

7. To remove any unwanted selections: - 

I. Click on the unwanted drug in the search drug list 

II. Click REMOVE 

8. When you have completed your drug selection click SELECT 

 
Fig. 12 – The Drug Search selection page 

9. The Summary Results List of dispensed items matching your selection is displayed 

10. Click on the drill-down hyperlinks to see a list of the individual items 

 
Fig. 13 – The Drug Search results page 

 

 

 
 

TIP 
To select more than one 
drug from the drug lists, 
hold down CTRL while you 
click on the drug name 

 

Available drugs list 

Selected drugs list 

Summary results list 
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RETURNS 
 eSchedule provides details of your monthly returns.  
  

Current Month Report 

 
The Current Month Report provides details of the number of returns, return code and reason why they have 
been returned for the current month. By clicking on the hyperlinked number, you will be able to view an 
image of the prescriptions 

 

    

Trend by Reason Code Report 

 
The Trend by Reason Code Report provides details of the number of returns, return code and reason why 
they have been returned over a specific period of time.  You can change the time period by selecting the 
From and To dropdowns. As above, you will also be able to view the script images by clicking on the 
numbers. 
 

 

 eReturn Open Status Report 

 
The eReturn Open Status Report provides details of the number of returns that require your attention.   
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FEES DETAIL 

For Health Board users, and users with access to a chain of Pharmacies, the Fee Search option will allow 
you to see all priced prescriptions within your chain/Health Board for the fee types listed below. 

 

 

 

Once you have selected the relevant Fee type, you can see which pharmacy dispensed the prescription, and 
the Quantity/payment information as per below. 
 

 
 
By clicking on the ‘View’ magnifying glass on the left hand side, you can view the images of all prescriptions 
in the selected Fee Search.  
If you would like to refine the selection further, you can search for a specific item using the Drug Search box. 
 

 
 
Once you have typed the name, or partial name of a drug in the Drug Search box, a new drop down will 
appear showing all drugs that match this criteria. Select the one you are interested in and the screen will 
automatically update to show your results. Click the reset button to go back to the full list of drugs.  
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PRINTING 

Printing Reports 

 
To print reports please make sure that you use the Print Report button in the top right hand corner of the 
screen to ensure that the report is properly formatted for the printer. d                   
 
If you use your web browser’s print button the report will not format properly.    
         

  
                                                                                                                    

Printing Images 

 
You can use your web browser’s print button (or File – Print) to print images. 
 

DOWNLOAD SCHEDULE 
 

 Download schedule of payments 

 
You can download your schedule of payments using the Download Schedule button at the top right of the     
page. 
 

 
 
This will allow you to view your schedule in a PDF format and you can print and/or save a copy to your 
computer. 

 


