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Introduction 

About this User Guide Update for PCR Version 5 

This Pharmacy Care Record (PCR) User Guide Update supersedes the PCR User Guide 

Update for PCR version 4.4. It incorporates all content within the version 4.4 update and also 

covers new functionality for: 

 High Risk Medicines Care Risk Assessments (Section 2) ; and 

 Changes to the Patient Report for Associated Pharmacy (Section 5) 

 Changes to the Outstanding Care Issues Report (Section 5) 

This User Guide update also complements the NES Pharmacy Chronic Medication Service 

(CMS) Implementation Resource Pack and the PCR User Guide which have already been 

sent to each community pharmacy in Scotland.  

Further copies of both resource packs are available on request from NES Pharmacy. 

This User Guide Update should be read in conjunction with section 4 of the NES Pharmacy 
CMS Implementation Resource Pack which describes the pharmaceutical care planning 
process and the existing PCR User Guide.  

User Guide Structure 

 Section 1: Access & Security 

 Section 2: High Risk Medicine Care Risk Assessments 

 Section 3: Reports 

 Section 4: Pharmacy Profile 

 Section 5: Patient Profile 
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Guidance Note 

Important information regarding your PCR User ID 

 If you received you PCR User ID prior to 5th October 2010 your PCR User ID is your 
RPSGB membership number. 

 If you received you PCR User ID from 1st February 2011 your PCR User ID is your 
GPhC registration number. 

 If you received your PCR User ID after 5th October 2010 but before 1st February 
2011 your PCR User ID is one of either your GPhC registration number, or your 
RPSGB membership number.  

Summary: 

Received PCR  User ID Log in with 

Prior to 05/10/2011 RPSGB membership number 
From 01/02/2011 GPhC registration number 
After 05/10/2011 but before 01/02/2011 RPSGB membership number 
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Section 1: Access and security 

Maintain reset password questions 

This feature allows pharmacists to reset their password in a secure manner, without the 

need to contact the ePharmacy helpdesk. 

This is achieved by recording answers to security questions which only you will know. 

Questions such as: 

 What primary school did you attend? 

 What was the name of your first pet? 

 Name an author that you enjoy? 

Your answers are securely recorded in PCR. 

To define password reset questions: 

Step 1: Navigate to ‘Manage Profile’ page 

 Navigate to ‘Manage Profile’ page 

 Log in to PCR 

 Select “Manage profile” from the main menu 

 Select “Manage my reset password questions” from the manage profile page (figure 

1-1) 

 

Figure 1-1 “Manage my reset password questions” link 

Step 2: Select a question to answer 

 Select a question to answer from the question drop down list on the “manage my 

reset password questions” page (Figure 1-2) 
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Figure 1-2 “Manage reset password questions” page 

Note: You should only choose questions which you are likely to 

remember the answer to. Try and avoid questions which may have 

multiple answers or where your answer may change on a regular 

basis. 

Step 3: Type your answer and click “Add answer” button 

 Type a relevant answer to the question you selected in the “Answer” text box (figure 

1-3) 

 Click the “Add answer” button (figure 1-3) 
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Figure 1-3 Answer text box and add answer button 

Step 4: Answer additional questions 

 Repeat Step 3 until you have answered the required number of questions (currently 
set at five questions). 

Change or remove questions 

Password reset questions cannot be edited. If you want to change your answer to a question 

you need to remove the question first and then re-add it with your new password. 

To delete a redundant security question: 

 Within the Manage Reset Password questions page click Delete on the question you 

want to change or remove (Figure 1-4) 

enter answer here 

then click to add 
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Figure 1-4: Delete reset password question 

  

Delete 

question 

link 
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Reset password 

If you have forgotten your password and have set up a sufficient number of reset password 

questions, you can use the reset password process to change your password. 

Step 1: Click “forgotten your password?” link 

 Select the “forgotten your password?” link on the PCRUA or PCR login screen (figure 

1-5) 

 

Figure 1-5 “forgotten your password” link 

Step 2: enter user details 

 Enter your User ID and click the “Start” button 

 

Figure 1-6: Start the reset password process 

Step 3: Confirm that you want to continue 

User options: 

 Select “Yes” to continue (Figure 1-7) 

 Select “No” to cancel (Figure 1-7) 
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Note: If you have associated to a pharmacy during the day selecting 

the “Yes” button will remove this association and you will need to re-

associate using the PCR association website. 

 

Figure1-7: Confirm continue and remove any associations 

Step 4: Answer password reset questions 

You will now be asked a sample of questions that you have already configured for the 

password reset process. Click Answer Question to enter your response (Figure 1-8). 

 Type your answer to the question and click “Answer Question” 

 

Figure 1-8: Enter answer to reset password question 



Section 1: Access and security | 11 
 

 

Step 5: Change password 

Having successfully answered a sufficient number of reset password questions you can now 

change your password.  

 enter new password into the “New password” box and the “Confirm password” box 

and click the “Set Password” button to change your password (Figure 1-9) 

 

Figure 1-9: Set password 

Note: Your new password must meet the minimum security standard 

of 8 characters including at least one digit and one non-

alphanumeric character (e.g. ‘&’,’*’, etc.).  If the password you have 

entered is the same as your old (and forgotten) password the system 

will require you to enter a different password. You can either change 

your password to a new one or simply start using your old password 

again. Entering into the reset password process does not force you 

to change your password if you then remember your current 

password. 
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Expiring Password Warning 

On login to PCR there is now a warning on the main menu to highlight that the password is 

due to expire shortly.  

When a password is due to expire within 14 days, an alert will be displayed on the main 

menu - the “Change password” menu item will be highlighted in yellow.  

Hovering the cursor over the “Change password” menu item will display the number of days 

before the password will expire. 

 

Last login date and time 

For security, the last login date and time is now displayed in PCR.  

 

 

Note: If you have concern that your account is being used by 

someone else, please inform the ePharmacy helpdesk by either 

phone (0131 275 6600) or email (nss.psdhelp@nhs.net). 
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Section 2: High Risk Medicines Care Risk Assessments 

 

Overview 

A High Risk Medicines (HRM) Care Risk Assessment allows healthcare professionals to 

record information about a patient’s use of a particular medicine type. At present a HRM 

Care Risk Assessment can be completed for Methotrexate or Lithium – other medicine types 

may be added in the future. 

The functionality consists of a series of grouped questions, answers and supporting protocol 

guidance. The capability supports the capture and recording of the answers in line with the 

provided protocol. 

The questions are grouped into the following sections:  

 Concordance; 

 Interactions and precautions; 

 Adverse reactions; and 

 Monitoring 

A patient can have multiple HRM Care Risk Assessments over time. 

Sections can be answered in sequence or be completed individually and reviewed and 

updated from the review page. Not all sections of the assessment need to be completed at 

the same time. Individual sections can be completed, saved and returned to at a later date. 

Care Issues and Care Issue Outcomes can be associated with HRM Care Risk 

Assessments; these can be viewed alongside standard care issues as well as with the 

associated HRM Care Risk Assessment. 

A HRM Care Risk Assessment Care Issue / Care Issue Outcome can be created with 

prepopulated text based on the context of an individual question. They can also be created 

independent of the questions – without prepopulated text. 

The HRM Care Risk Assessment supports the concept of a status – Open or Completed. 

Care Issues / Care Issue Outcomes can continue to be added  and updated to a completed 

HRM Care Risk Assessment. 

Start a HRM Care Risk Assessment 

Step 1: Identify patient 

 Identify the patient you want to create a high risk medicine care risk assessment for 

and navigate to the Patient Home page. 

Step 2: Select “High Risk Medicines” tab: 

 Select the high risk medicines tab (Figure 2-1) 
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Figure 2-1: high risk medicines tab 

 Select “Start high risk medicine care risk assessment” link 

 The system will navigate to the “ High Risk Medicine Selection” screen (Figure 2-2) 

Step 3: Select High Risk Medicine 

 

Figure 2-2: Drug Selection 

 Select the high risk medicine from the drop down menu (At present,  the possible 

values are Methotrexate or Lithium – other medicines may be added in the future) 

(Note: “Methotrexate” will be used in this User Guide example) 
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 Click the “Start” button 

 The system will navigate to the Methotrexate “Concordance” questions page (Figure 

2-3) 

Note: By selecting the “Start” button (figure 2-2), this will create a 

new high risk medicine care risk assessment within PCR. 

Selecting the “Cancel” button (Figure 2-2) will return the system to 

the patient home page – a high risk medicine care risk assessment 

will not be created. 
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Complete a HRM Care Risk Assessment 

This section guides you through the procedure to create and save a HRM Care Risk 

Assessment. 

Step 1: Answer “Concordance” Questions 

 

Figure 2-3: Methotrexate “Concordance” 

 Provide an answer to all questions on the Concordance page by selecting either 

‘Yes’ or ‘No’ for each question. 

User Options: 

 Select the “Next – Interactions & Precautions” button; The system will save entered 

data and navigate to the “Interactions & Precautions” screen; or 

 Select the “Save & Review” button; The system will save entered data and navigate 

to the “Review” screen for the selected high risk medicine 
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Note: All questions are mandatory. If an answer is not selected an 

error message will be displayed when either the “Next” or “Save & 

review” buttons are selected, (Figure 2-4). 

 

Note: It is not possible to navigate to the next questions screen or 

the “review” screen unless an answer is provided for each question.  

 

Figure 2-4: Error message – mandatory information 
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Step 2 Answer “Interactions & Precautions” questions 

Note: The Interactions & Precautions questions screen can be 

navigated to from the “Concordance” screen or directly from the 

review page if the High Risk Medicine Care Risk Assessment has 

already been created and saved. 

 Select an answer for each of the questions on the Interactions & Precautions screen 

(Figure 2-5) 

 

Figure 2-5: Interactions & Precautions screen 

User Options: 

 Select the “Back – Concordance” button; the System will save entered data and 

navigate to the “Concordance” screen, (Figure 2-3); OR 
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 Select the “Next – Adverse reactions” button; the system will save entered data and 

navigate to the “Adverse reactions” screen, (Figure 2-6); OR 

 Select the “Save & Review” button; The system will save the question answers and 

navigate to the “Review” screen for the selected medicine 

Step 3: Answer “adverse reactions” questions 

Note: The Adverse reactions questions screen can be navigated to 

from the “Interactions & precautions” screen or directly from the 

review page if the high risk medicine care risk assessment has 

already been created and saved. 

 Select an answer for each of the questions on the Adverse reactions” screen (Figure 

2-6, 2-7) 

 

Figure 2-6: Adverse reactions screen (Top) 
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Figure 2-7: Adverse reactions screen (Bottom (Scroll down)) 

User Options: 

 Select the “Back – Interactions & precautions” button; the System will save entered 

data and navigate to the “Interactions & precautions” screen, (Figure 2-5); OR 

 Select the “Next - Monitoring” button; the system will save entered data and navigate 

to the “Adverse reactions” screen, (Figure 2-8); OR 

 Select the “Save & Review” button; the system will save the question answers and 

navigate to the “Review” screen for the selected medicine 
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Step 4: Answer monitoring questions 

 

Figure 2-8: Monitoring questions screen 

 Provide answers to the monitoring questions using the radio buttons for question 1 

and 3 and the text input field for question 2. 

User Options: 

 Select the “Back – Adverse reactions” button; The system will navigate to the 

“Adverse reactions” screen, (Figure 2-6); OR 

 Click the “Save & Review” button. The system will navigate to the “Methotrexate 

Review” screen (Figure 2-9) 
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HRM Review Screen Overview 

The review screen shows a summary of all questions and any answers provided for the 

medicine selected in page 8, step 3. (Figure 2-2) 

If an answer has not been provided for a question this will be shown as “Unanswered”, 

(Figure 2-9a) 

The headings for each question group are hyperlinks to the corresponding questions pages. 

 

Figure 2-9: Methotrexate review screen 

Care Issues associated with the assessment are shown below the questions summary. 

(Figure 2-9) 

The assessment completion status is shown at the bottom of the screen (Figure 2-9a) 

 H 

 
 

Link to 

question 

page 

 

Add Care 

Issue link 
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Figure 2-9a: denotes unanswered questions 

Create associated Care Issue / Care Issue Outcome using prepopulated text 

Selecting a link next to a question will populate the care issue with default text. 

Note: This option does not mean that the care issue is associated 

with the actual question – the association is at assessment level. 
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Step 1: Select link 

 Select a  link for the question that you want to create a care issue / care issue 

outcome for, (Figure 2-10) 

 

Figure 2-10: Add Care Issue / Care Issue Outcome link 

 The system will navigate to the high risk medicines “Record care issue” screen 

(Figure 2-11) 

 

Figure 2-11: high risk medicines “Record care issue” screen 

Note: The “description of care issue” text input box and the “Desired 

outcome” text input box will be prepopulated with default text. This 

text can be modified. 

Step 2: Enter form details 

 Enter relevant details into the form: 
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o Description of care issue (Mandatory) 

o Desired Outcome (Mandatory) 

o Action  

o Action By 

o Response 

o Status (Display Text) 

o Review by  

Step 3: Save details 

 Click “Save” 

 The system will add the Care Issue / Care Issue Outcome to the PCR database and 

navigate to the “Review” screen  

 The newly created Care Issue / Care Issue Outcome will be listed in the “Care issues 

associated with this assessment” grid (Figure 2-12) 

Note: If the entered “Review by” date is in the past a warning 

message will be displayed. 

 

Figure 2-12: Care Issues Associated with This Assessment 

 

Create associated Care Issue / Care Issue Outcome using the “Add” link 

This option allows you to add an associated Care Issue (with the assessment), but without 

prepopulating any text. 

Step 1: Select link 

 Select the “Add” link at the bottom of the “Care issues associated with this 

assessment” grid (Figure 2-12) 
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 The care issue form is displayed (Figure 2-13) 

Step 2: Enter form details 

 Enter relevant details into the form: 

o Description of care issue (Mandatory) 

o Desired Outcome (Mandatory) 

o Action 

o Action By 

o Response 

o Status (Display Text) 

o Review by  

Step 3: Save details 

 Click “Save” 

 The system will add the care issue / care issue outcome to the PCR database and 

navigate to the “Methotrexate Review” screen  

 The newly created care issue / care issue outcome will be listed in the “care issues 

associated with this assessment” grid (Figure 2-12) 

 

 

Figure 2-13: Add care issue – not associated with specific question 
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Note: Because this care issue is not associated with a particular 

question, there is no prepopulated text in the form. 
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Set the status of a HRM Care Risk Assessment to “Completed” 

Step 1: To “Complete” a high risk medicine care risk assessment 

 From the review page, select “Complete assessment” button in the “Assessment 

completion” section of the Review screen (Figure 2-14) 

 The system will set the status of the assessment to completed and refresh the page 

(Figure 2-15) 

 The assessment completion details will be updated: 

o Assessment Complete = Yes 

o Assessment completed by – Username 

o Assessment completed on - date 

 

Figure 2-14: Assessment completion details for an “Open“ assessment 
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Figure 2-15: Assessment completion details updated 

The user can navigate back to the patient home from the link at the bottom of the review 

page. (Figure 2-15) 
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Access existing HRM Care Risk Assessments from the Patient Home page 

“Open “or “Completed” HRM Care Risk Assessments can be accessed from the “High Risk 

Medicines” tab on the Patient Home page. 

To edit an “Open” High Risk Medicine Care Risk Assessment 

 Select the “Edit” link for the HRM Care Risk Assessment you want to edit (Figure 2-

17) 

 The system will navigate to the HRM Care Risk Assessment Review page 

To view a “Completed” High Risk Medicine Care Risk Assessment 

 Select the “View” link for the HRM Care Risk Assessment you want to View (Figure 

2-17) 

 The system will navigate to the HRM Care Risk Assessment Review page 

Note: All data for a completed HRM Care Risk Assessment is shown 

as read only (Figure 2-18). This means that responses for a 

completed HRM Care Risk Assessment cannot be edited; however, 

it is still possible to add a Care Issue / Care Issue Outcome to a 

completed HRM Care Risk Assessment. 

 

 

Figure 2-17: High Risk Medicines tab 
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Figure 2-18: Read only – completed assessment 

 

Read only 
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Section 3: Reports 

PCR CMS Patient Report for Associated Pharmacy 

The CMS Patient Report for Associated Pharmacy allows you to view all patients at your 

associated pharmacy and allows you to filter the patients by the date that their Pharmacy 

care record was created, Pharmaceutical Care Plan Priority and if a care issue has been 

recorded. 

Step 1: Access the Patient Report for Associated Pharmacy 

 Select the “Patient Report for Associated Pharmacy” link from the “Reports” page 

(Figure 3-1) 

 The report criteria options will be displayed (Figure 3-2) 

 

Figure 3-1: Reports 
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Step 2: Generate report 

 

Figure 3-2: Patient Report for Associated Pharmacy – criteria 

 Click the generate report button (Figure 3-2) 

 The report search results will be displayed (Figure 3-3) 

Note: If no criteria are selected all valid records will be returned. 
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Step 4: View report 

 

Figure 3-3: Report Search Results 

The report data includes 

 Family name 

 Given name 

 CHI 

 Created on 

 PCP Priority 

 Modified On 

 Number of care issues 

 Latest care risk assessment 

Selecting the “View” link will navigate to the corresponding patient profile. (Figure 3.4) 
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Figure 3-4: View link 
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Outstanding care issues report 

The Outstanding care issues report has been enhanced to allow you to only show patients 

who have care issues which are requiring a review between, two dates (the From and To 

date fields at the top of the report).  

You can still show all patients with a care issue needing a review by or before today’s date 

by leaving the From and To dates blank and then click the Generate Report button. 

With the introduction of the High risk Medicines Care Risk assessments functionality, it is 

also possible to filter on Care Issue Type: “Standard” or “High Risk Medicine”. 

 

Figure 3-5: Outstanding care issues report 
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Section 4: Manage pharmacist profile 

Overview 

Pharmacists can now change the details held about them in the PCR system (such as their 

name, email address and how their name is displayed in PCR). 

Step 1: Access the manage profile page 

 Login to PCR 

 Select Manage Profile from the main menu 

 The system will display the Manage Profile Page.  

 Select the  “Manage my profile” link (Figure 4-1) 

 

Figure 4-1: Manage profile options 
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Step 2: edit profile details 

 The Pharmacist Profile page will now be displayed (Figure 4-2) 

User options: 

 Change details as appropriate and select Save  - details will be saved in PCR 

 Select “Cancel” to exit without saving changes 

 

Figure 4-2: Pharmacist profile 
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Section 5: Patient profile 

Pharmaceutical Care Plan Priority 

To assist with the recording of a Care Plan Priorities for patients two amendments have 

been introduced to the PCR Patient Profile page. 

An additional PCR Priority Category Not Required has been introduced alongside the 

existing Low, Medium, High and Not Recorded Categories.   

In addition a new check box Initial assessment complete has been added so that a positive 

indicator can be set to identify when the patient initial assessment has been complete.  The 

Initial assessment complete box can only be checked if the PCP Priority has been changed 

from the default value Not Recorded.  Once the Initial assessment complete box has been 

checked and the patient’s PCR recorded saved the box cannot be unchecked.   

Note: All patients that had a PCP Priority recorded as Low, Medium 

or High will automatically have the Initial assessment complete box 

checked as part of the migration of data from PCR Phase 3 to Phase 

4. 
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