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Background 
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The purpose of this guide is to instruct clinicians and practice admin 
staff on how to set up an individual clinician's independent prescribing 

search on the EMIS platform. 

This search is designed to support the mandatory annual independent 
prescribing audit.

Once the search is created, it will be saved within the practice's EMIS 
folders and can be run at any time to gather the necessary 

information.
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On the EMIS  home page , click the main menu  
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Scroll down to 

“Reporting” 

“Population Reporting”
(Search and Reports) 

]

Double Click to Open
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You should be taken to this view 

Ensure your 

GP surgery is 

highlighted
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Press “Add”

Select “Folder” 
(Title your folder 

under your Name)
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Find your 

named folder 

Select and 

open 

Lily Dixon 

Once opened select 

“Add” 

Select Patient

Select Search 
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A New search box will 

appear 

Name your Search 
(recommend “name IP Audit”) 

Press “OK”
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Training Hub You have now created a “Blank” search

Click here to add “rules” to your search so EMIS can 

search all the records for specific information 
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Right Click and select 

“Create a New Rule”
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Click here 
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Select 

“Medication”

“Medication Courses”

Press “OK”
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Click here to add 

another rule 
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Select 

“Drug” 

“New Code List” 
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Training Hub You will taken to this view 

(you want to make sure every item you have prescribed comes up in your audit )

Select 

“Groups”

Press “OK”
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Click here to 

“add feature”

Select 

“First issue date” 

Select 

“Set Date” 
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It will automatically set the 

search from the date you 

create this search. 

Ensure you have Selected 

1 years Before 

Press “OK”  

 

*Each time you run a future search, it will provide a year's worth of 

data starting from the date you execute the search, not from the 

original date you set it up
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Click here to 

“add feature”

Select 

“User Details”

Select

“User”
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Lily Dixon Lily Dixon 

Lily Dixon 

LILY Search for yourself 
(or named IP)

Click on your name
(or named IP)

 

Ensure Your name is 

showing in 

“Selected items”

Press “OK” 
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Lily Dixon 

You should now 

have this view 

Press “OK” 
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Press 

“Save and Run”
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Press 

“Yes”
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Lily Dixon 

You now have your 

basic IP audit in 

your folder. 
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You can run this audit anytime 

to get a year's worth of data 

from the search date

To get a Report 

Press “Auto”

Press “Yes”
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To view your Report 

Select the report and double click 
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To include the 

coded problem 

in your report, 

you can edit the 

report by 

Selecting 

“Edit Report” 

89 ******** 57 07-Jun-

1967

Male Allopurinol 100mg tablets Current 31-Jul-2024 31-Jul-2024 Mickey 

Mouse 

108 ******** 41 03-Aug-

1983

Male Miconazole 2% cream Past 18-Oct-2023 18-Oct-2023 Mickey 

Mouse 

153 ******* 72 02-Jul-

1952

Female Amoxicillin 500mg capsules Past 21-Dec-2023 21-Dec-2023 Mickey 

Mouse 

249 ******** 76 20-Feb-

1948

Male Amoxicillin 500mg capsules Past 20-Oct-2023 20-Oct-2023 Mickey 

Mouse 

403 ******* 83 22-Apr-

1941

Female Mometasone 50micrograms/dose 

nasal spray

Past 12-Oct-2023 12-Oct-2023 Mickey 

Mouse 
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You will be Taken to this view 
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Then select the 

“ Linked Problem” 
drop down menu

Select 

“Associated Text”

1st Click on the “Medication 
Courses” Box and ensure the 

header is highlight blue 
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Press 

“ Save and Run”
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To view your Updated Report 

Select the “Report” and “Double click” to open 
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You now want to 

Export your 

report 

Press “Export” 

Select “Excel”

Press “OK”
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Save the Report onto your Work Computer (”Name” IP audit “date”)

Remember, this report contains patient data. Do not export it to a private device 

unless it's encrypted or all patient-identifiable information has been removed. 
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You may get this Pop Up 

Select “Continue” 
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Training Hub Report Name: Micky Mouse NMP Audit Auto Report

Parent Population: Micky Mouse NMP Audit

Last Run: 30-Aug-2024 10:38

Population Count: 1137

Males: 577

Females: 560

Patient Details Medication Courses

EMIS 

Number

Name Age Date 

of 

Birth

Gende

r

Name, Dosage and 

Quantity

Course 

Status 

(Current, 

Past etc)

Most Recent 

Issue Date in 

Course

First Issue 

Date in 

Course

User 

Details' 

User

Linked 

Problems' Code 

Term

89 ******** 57 07-

Jun-

1967

Male Allopurinol 100mg 

tablets

Current 31-Jul-2024 31-Jul-2024 Mickey 

Mouse 

Gout

108 ******** 41 03-

Aug-

1983

Male Miconazole 2% cream Past 18-Oct-2023 18-Oct-2023 Mickey 

Mouse 

Tinea cruris

153 ******* 72 02-Jul-

1952

Female Amoxicillin 500mg 

capsules

Past 21-Dec-2023 21-Dec-2023 Mickey 

Mouse 

Lower respiratory 

tract infection

249 ******** 76 20-

Feb-

1948

Male Amoxicillin 500mg 

capsules

Past 20-Oct-2023 20-Oct-2023 Mickey 

Mouse 

Acute 

exacerbation of 

chronic 

obstructive 

airways disease

403 ******* 83 22-

Apr-

1941

Female Mometasone 

50micrograms/dose 

nasal spray

Past 12-Oct-2023 12-Oct-2023 Mickey 

Mouse 

Eustachian tube 

dysfunction

You will now have an Excel report 

that gives you:

• EMIS Number

• Full Name

• Age

• DOB 

• Gender

• Drug name, Dosage , Quantity 

• Issue date 

• Any linked problem
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HOW DO I RUN THIS SEARCH IN THE FUTURE? 

o Your search, along with all saved parameters, will remain in your named 

folder on EMIS. 

o Simply locate your folder (see next page)

o Select the search and click 'Run Report.’
o  Export the report and save it to your work computer

o This search will stay on EMIS until deleted by admin.
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On the EMIS  home page , “Click” the main menu  
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Scroll down to 

“Reporting” 

“Population Reporting”
(Search and Reports) 
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Find your 

named folder 

Select and open

Click on your 

search

Press “Run”

Select “Yes”

You should be taken to this view 
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To export your 

report 

Press “Export” 

Select “Excel”

Press “OK”
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Save the Report onto your Work Computer

 (”Name” IP audit “date”) 



Lily.dixon2@nhs.net

Thank you for listening.
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www.bnssgtraininghub.com
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lily_crumpets
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