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Creating and Managing a
Drug Formulary in Vision

Why create a Drug Formulary?

A practice Formulary allows you to create a practice-wide preferential list of
prescribable drugs. This also allows for quick and easy selection of the most
commonly prescribed drugs within Consultation Manager and can help to control
generic prescribing. You still have the clinical freedom of selecting drugs outside of
the Formulary if required.

Overview

You can create a practice-wide drug Formulary from one of three ways:

Use the Drug Dictionary Utilities option in the Modules menu. This
lets you compile a list of the most commonly used drugs in your
practice which can later be reduced or enlarged and used as a basis
for creating your Formulary (see page 6).

Start a Formulary from a blank list if required (see page 13).

Import an already existing Formulary (for example, from another
practice or PCT user) and modify it for your own use (see Sharing a
Drug Formulary on page 15).

After the Formulary has been created:

You must change the security settings of the staff who are going to
use the Formulary, so that their default selection of drugs is from
the formulary (see page 22).

For those who are set to use the Formulary by default, on adding a
drug in Consultation Manager, Vision will initially search for the
drug in the practice Formulary. If a drug match is not found in the
Formulary, you will be given the option to look at the full Multilex
drug dictionary. From Consultation Manager you are also able to
add and remove items from the Formulary on an ad hoc basis.

You will need to update the Formulary as new drugs are added to
the Vision drug dictionary.

THE FIRST FEW PAGES ARE A QUICK REFERENCE SUMMARY TO
CREATING A FORMULARY
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Quick Reference to Creating a
Drug Formulary

This Quick Reference

These Quick Reference pages summarise the steps you need to take to create a
Formulary. The more detailed explanation with screenshots is given from Drug
Dictionary — Creating a Formulary on page 6.

Quick Ref - Compiling a list of frequently prescribed drugs

The Formulary is generated from Utilities — Drug Dictionary. Within here, an
existing Formulary can also be imported, exported, edited, printed and deleted.

To create a basis for your practice Formulary, you can run a facility that searches for
and lists all drugs ever prescribed. This displays in frequency-of-prescribing order
and can be curtailed or added to as required. See page 6 for a more detailed
explanation.

Once you are happy with your initial list, you must then create the formulary (see
page 3 for Quick Ref, or page 10 for more detailed explanation).

1. Select Utilities — Drug Dictionary from the Vision front screen.

2. To generate the Frequency List, select Formulary — Create List or select
ju]

3. Click OK to the following message to start the compilation process: Create list
of drugs for adding to the Formulary. This will take many minutes.

If you already have a Frequency list, you will see the following message: A list
of drugs for adding to the Formulary already exists. Do you wish to recreate
this? Select Yes to recreate or No to keep your current Formulary.

4. When this has finished, a list of drugs is shown with their drug name, form
and strength in order of the frequency with which they have been prescribed.

5. You are now able to manipulate this initial Formulary list in a number of ways:

Selecting Setting Limits ﬂ - displays the Browse Drug List screen. Here,
you can alter the current Maximum Number of Records, which is the
number of therapy items displayed in your Formulary list. You can also
change the Minimum Frequency of the displayed therapy so that only
therapy issued above a certain number of times in any record is displayed.
Amend the figures in each box as required.

Enable/Disable Item E - By using the Enable/Disable icon, you can
choose which drug items should or should not be in your Formulary
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Quick Ref - Creating a Formulary list from the Frequency list
Once you have decided on the drugs you would like in your Formulary and you are
ready to create your Formulary, you must choose either to:

e Add list to Formulary, if you do not already have a Formulary,

e or Replace Formulary with list to replace the existing Formulary
list with the Frequency list.

Both options are found in the Formulary menu in Drug Dictionary Utilities.

See page 10 for a more detailed explanation.

Quick Ref - Create Formulary List from a Blank List

If you do not already have a Formulary or you have deleted your Formulary, you are
able to create a Formulary list from scratch by manually adding individual drugs to
the list:

1. Select Utilities — Drug Dictionary from the Vision front screen.

Select Formulary — View or select = 1.

If you have no items currently in you Formulary, a blank list will appear. Click
OK.

4. To add/remove a drug to your Formulary list select View all drugs .

5. Search for the required drug to be added/removed from the list or press Find
to list all drugs alphabetically.

6. Make sure the | Fomulaw ¢ the top right is unchecked so the full drug
dictionary is displayed. To add a drug from the drug dictionary list to the
practice Formulary, double click on the drug name. Drugs in the Formulary
have a small f in the left-hand margin. If the drug is already in the
Formulary, double clicking will remove it.

7. Press close to be taken back to the drug Formulary list. The items you have
added or removed will not appear on the Formulary list immediately. You will
need to exit the Drug Formulary screen for it to be updated.

Note if you have created a Formulary from a blank list, there is no
need to Add list to Formulary or Replace Formulary with list

See page 13 for a more detailed explanation.

Quick Ref - Importing a formulary

You may want to import the formulary from another practice as your starting point.
You can then add or remove drugs from the formulary to suit your practice. See
Importing a drug Formulary on page 16.
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Quick Ref - Enabling access to the Drug Formulary

Once you have compiled your Formulary list, you must enable each user to use the
Formulary in Security.

1. Go to Management Tools - Control Panel — Security.

2. From the user list, right click on a Vision user who wishes to use the practice
Formulary. Select Edit User.

3. In the User Details Update Screen section, tick Select drugs from drug
Formulary. Click OK

To disable the user from selecting drugs from the drug Formulary
remove the tick from Select drugs from drug Formulary.

See page 22 for a more detailed explanation.

Quick Ref - Using the Formulary from Consultation Manager

When the individual staff members have been enabled to select drugs from the
Formulary, when they search for drugs in Consultation Manager, it will primarily look
in the Practice Formulary list. You can search the full drug dictionary if required.
You are also able to view the Formulary list and maintain the formulary list from
here.

See page 23 for a more detailed explanation.

Quick Ref - Selecting Drugs from the Formulary

1. From the Therapy Add screen, whilst adding either a repeat or an acute,
type in the drug you require.

2. Upon pressing return, Vision will search the Formulary list for a match. If you
find the required drug you are able to add this in the usual way.

3. If you enter a therapy item which is not in the Formulary, you are given a
message: Drug name [name] not found in Formulary. Do you wish to search
the main dictionary? Yes / No.

Note You will find that when searching for drugs in Consultation
Manager, you do not need to type as much information in the Drug
Search box as the Formulary list will probably be much smaller than
the full drug list.

See page 23 for a more detailed explanation.
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Quick Ref - Adding and Removing drugs from the Formulary
within Consultation Manager

You are able to View the Formulary list and add and remove Formulary drugs whilst
in Consultation Manager.

1. Whilst in a patient consultation from the Therapy Add screen, double click in
the search drug box or press <F3=>.

2. When the Drug Select screen is displayed, click on the ! button.
Click on Maintain Formulary. This displays the Formulary drugs.

4. To add a drug, make sure the I famiay gt the top right is unchecked so the full
drug dictionary is displayed. To add a drug from the drug dictionary list to the
practice Formulary, double click on the drug name. Drugs in the Formulary
have a small f in the left-hand margin. If the drug is already in the Formulary,
double clicking will remove it.

5. When you have finished adding / removing drugs click on the Iﬁl button.

6. Then click on Close and OK to exit.

See page 25 for a more detailed explanation.
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Drug Dictionary — Creating a
Formulary

Drug Dictionary Utilities

The Formulary is generated from the Drug Dictionary module (Utilities — Drug
Dictionary). Within here, an existing Formulary can be edited, printed and also
deleted.

To avoid formularies being deleted by accident, it is strongly
recommended that only System Administrators have access to
the Drug Dictionary module.

Create a formulary using one of the following methods:

e Compile a list of the most commonly used drugs in your practice
which can later be reduced or enlarged and used as a basis for
creating your Formulary (see page 6).

e Start a Formulary from a blank list and add drugs individually (see
page 13).

e Import an already existing Formulary (for example, from another
practice or PCT user) and modify it for your own use (see Sharing a
Drug Formulary on page 15).

Compiling a list of frequently prescribed drugs

To create a basis for your practice Formulary you are able to run a facility that
searches for and lists all drugs ever prescribed. This displays in frequency order and
can be curtailed or added to as required. Once you are happy with your initial list
you must then create the Formulary (see page 10).

To generate the Frequency List:

1. Select Utilities — Drug Dictionary from the Vision front screen.

2. Select Formulary — Create List or select E
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Drug Dictionary Utilities
Help
Create lizt of drugs for adding to the Motes 35

L3
1 formulany.

Thiz will take many minutes.

ak | Cancel J

3. Before the compilation starts, you will be prompted with the following
message: Create list of drugs for adding to the Formulary. This will take
many minutes. Click OK to start the process.

If you already have a Frequency list, you will see the following message: A list
of drugs for adding to the Formulary already exists. Do you wish to recreate
this? Select Yes to recreate or No to keep your current Formulary.

Drug Dictionary Utilities
Help

A list of drags for adding to the formulamny Mates >
D aleady exists.

p
Do vou wish ta recreate the list?

Tes Ma I

4. As the process is running, you will see the facility counting through the drugs.

Entries Checked: |ue200

Entries In Drug List: ]2045

5. When this process has finished, a list of drugs is shown with their drug name,
form and strength, in order of frequency of issuing.
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Frequency P

displays the — _

number of = 8| HE

times the drug Frequency Drug

has been | pl2175 ASPIRTH disp tah 7img

used. The list |1 w7 BENTROFLUMETHIAZIDE tibs 2.5mg

. . 9458 ATEHOLOL tahs Slmg

is sorted with 5300 SALEUTAMOL frh 10Mmimosrans fbalation

the most 4738 PARACETAMOL tabs 500mg

f | 4706 IEUPROFEH tahs 400mg
requently 4283 FUROSEMIDE tahs 40mg

prescribed 4288 LEVOTHYROXINE tsbs 100mimrograms

. 4093 AMOMICILLIN caps 250mg
drugs first. 4061 C0-PROMAMOL tshs 32 Smg + 325mg
3734 QUININE SULPHATE tshe 300mg

This list will reflect what you have issued most often in the past.
Beware that some of the items in this list might be older drugs that
are no longer pertinent to a current drug formulary.

You are now able to manipulate this initial Formulary list in a number of ways:

Setting Limits % - Selecting Setting Limits displays the Browse Drug List
screen. Within here, you can alter the current Maximum Number of
Records, which is the number of therapy items, displayed in your Formulary
list. You can also change the Minimum Frequency of the displayed therapy
so that only therapy issued above a certain number of times in any record is
displayed. Amend the figures in each box as required:

Maximum Number of
Records can be changed so

that, for example, only the top Browse Drug List ﬁl
100 most prescribed drugs are —_
listed. .

b @irmum Mumber of Records:

ok,

Minimum Frequency can be Cancel
changed so that, for example, Minimurn Freguency:
only drugs that have been |-||:|

issued at least 10 times or
more are displayed in the list.
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= & Hg

Frequency Drug

12175 ASPIRIN dicp tah Titng
9757 BEHDE.OFLUMETHIAZIDE tahs 2.5mg
0453 ATEMOLOL tahs Shmg
5309 SALEUTAMOL irh 1
4738 PARACETAM .
4706 IBEUPROFEH
H 4288 FUROSEMID!
:jn tTIS .exa;?_]pli’. Vﬁe atri_)o :ggg TA}E;;DD};}CI;RLD | Mauimum Mumber of Reconds: K
Isplaying € highes 4061 co-prOn [0 4
drugs that have been =t S UL Cance]
prescribed at least 2000 2619 atmvoLoLe)  Mmam Freguency
. 2526 BECONASE 2000
times. 2508 ASPIRIH dicp
2345 HITRAZEP Al
2327 0-CODABOL disp tab Bzt S00mg
2203 WAFRFARIN SODIUR tabs Ling
2256 ADALAT RETARD taihs 10mg
2234 WARFARIH SODIUM tabs Fmg
2225 DELTACORTRIL ENTERIC tabs Smg
2101 ADALAT RETART tihs 2mg
2083 ALLOPURIHOL tabs 300mg

Enable/Disable Item % - By using the Enable/Disable icon, you can
choose which drug items should or should not be in your Formulary

Note You do not have to rely on the Frequency list to create a
Formulary. If you prefer you can add the drugs manually to the
Formulary list (see Create Formulary List from a Blank List on page
13). You are also able to add/remove individual items from your
Formulary list in conjunction with the Frequency list (see page 19).

Closing and Re-opening the Frequency list

You are able to close the frequency list by closing the Frequency window. To re-open
the Formulary list at the same point at another time, select Formulary - Browse
Drug List.
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Creating a Formulary list from the Frequency list

Once you have decided on the drugs you would like in your Formulary and you are
ready to create your Formulary, you must choose to either:
e Add list to Formulary, if you do not already have a Formulary,

e or Replace Formulary with list to replace the existing Formulary
list with the Frequency list.

Add list to Formulary
1. In Utilities - Drug Dictionary, select Formulary — Add List to Formulary.

B Drug Dictionary Utilities - [List of Therapy Drugs]

File Nl Yalidation Wiew ‘Window Help
Ol B Wi
Maintain, ..
= _E Remave All Formulary Entries. ..
Frequ  Enable Off-Formulary Prescribing Slerts |
Create List... Fz R
9Tt Browse List... F4
o458 AT
5300 Set Lisk Limits. ..
4738 Enable | Disable List Ttem

4706
4288
4258
4093
4061
T4

3191 LEVWO THYROXINE tahs Shmicrograns
2619 ATENOLOL tabs 100mg

2526 BECONASE aqueons nasal spray S0micrograms fachastic
2508 ASPIRIN disp tab 300mg

2345 HITRAZED A1 tahs Smg

2327 0- CODAMOL diep tab Smz+ S00mz

2. You will be prompted with the following dialogue box regarding action groups:
For those drugs which appear in multiple action groups select how these are
to be added to the Formulary. Select one of the following options:

Drug Dictionary Utilities

Far thoze drugs which appear in multiple action groups
gelect how these are to be added to the formularny.

¢ Add the main action group only
" &dd all action groups

] Cancel

Select either Add the main action group only or Add all action groups

Some drugs in Multilex belong to more than one action group, i.e. they are
licensed for more than one use. For example, Aspirin is a non-opioid
analgesic (main action group) but is also licensed as an anti-platelet drug and
a non-steroidal anti-inflammatory treatment (NSAID). Aspirin is more often
prescribed as an anti-platelet drug than as an analgesic. When prescribing,
the GP is therefore able to specify in what respect the drug is being given —
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main action group or otherwise. When creating the Formulary, if you select
Add the Main action group only, this selection is not available.

Drug records are repeated for every BNF chapter-Formulary combination that
they appear in. For example, a drug which has three Action groups and
appears in a Formulary as well as the main dictionary will be present 6 times
in the drug dictionary. If Main is chosen, then this is the default or usual
Action group. Potentially this could be different for each Formulary.

3. Click OK. You will see a message telling you that The Drug Formulary is being
created. Please wait.

E Crrug formulary being updated. Please wait.

4. Once the list has been updated, a message will display showing you how
many drugs have been added to the Formulary list.

Drug Dictionary Utilities
Help
Notes »»

\E’) 37 entries added to the Formulary.

5. Click OK.

6. If required, you can also enter further drugs into the Formulary by using View
All Drugs (see Viewing the Practice Formulary on page 18).

Replace Formulary with list

If you have an existing Formulary and you want to replace it with the drugs from the
frequency list:

1. In Utilities - Drug Dictionary, select Formulary — Replace Formulary
with List.

S Drug Dictionary Utilities - [List of Therapy Drugs]

File NEgi¥ =R validation View ‘window Help
OlE ig

Maintain. ..
= E Remove All Formulary Entries...

Frequ  Enable OFf-Formulary Prescribing Alerts
Create List... Fz

9757

Browse List... F4
9455 i
5308 Set List Limits...
4738 Enable | Disable List Item
4706
4288 I Replace Formulary with List... I
4288
4093
4061 CO-PRONATIIL thE 327500 + 3250g
3734 QUINIME SULPHATE tsbs 300mg
3191 LEVOTHYEQXIHE tsbs Slmicograms
2619 ATEHOLOL tahs 100mg
2526 EECOHASE aquecns hasal spray Soimdoograrhs fachnatic
2508 ASPIRTH disp tab 300mg
2345 HITRAZEDP AM tabs Sz
2327 C0-C0DAMOL disp tab Smg+S00mg
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2. You will be prompted with the following message: All the items in your
Formulary will be deleted. This may take several minutes. Are you sure you
wish to continue?

Drug Dictionary Utilities

Help
All the: itenns it pour farmulary will be deleted. Motes 55
Thiz may take zeveral minutes.

Are you sure you wish o continue?

3. Select Yes to continue.

You will then be prompted with the following dialogue box regarding action
groups: For those drugs which appear in multiple action groups select how
these are to be added to the Formulary. Select one of the following options:

Drug Dictionary Utilities

For thoze diugs which appear in multiple action groups
zelect how these are to be added to the formularg.

(% Add the main action group anly
" Add all action groups

Ok | Cancel

Select either Add the main action group only or Add all action groups.

5. Click OK. You will see a message telling you that The Drug Formulary is being
created. Please wait.

IE Drrug formulary being updated. Please wait.

6. Once the list has been updated, a message will display showing you how
many drugs have been added to the Formulary list.

Drug Dictionary Utilities
Help

- Maotes »>
\l) 37 entriez added to the Formulany.

7. Click OK.

8. If required, you can also enter further drugs into the Formulary by using View
All Drugs (see Viewing the Practice Formulary on page 18).
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Create Formulary List from a Blank List

If you do not already have a Formulary or you have deleted your Formulary, you are
able to start a Formulary list from the beginning on an individual drug basis:

1. Select Utilities — Drug Dictionary from the Vision front screen.

2. Select Formulary — View or select Iil'|

B Drug Dictionary Utilities

Remove all Formulary Entries, ..

Create List. ..

Erowse List. ..

Set Lisk Limits..

Enable § Disable List Ttem

Replace Formulary with List, ..
Add List to Formulary, ..

3. If you have no items currently in you Formulary, a blank list will appear. Click

OK.
= 8l x|

Drug Dictionary Utilities

Help |
MHakes »x |

-
- | ) There are no entries in the Formulary.

x|

4. To add/remove a drug to your Formulary list, select View all drugs .

5. Search for the required drug to be added/removed from the list or press Find
to list all drugs alphabetically.
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To search for a drug for Formulary, type the details in
the Name field. Alternatively select Find to list all
drugs alphabetically.

B Maintain Formulary

Name: Form Strength: ,': Formulary
Discontinued

asp 75 Lany - Find Clear

| _J | [ &l Generics

g A5PIRIN grans 500mg
g ASPIRIN pedr

g A5PIRIM supp 150mg Hierarchy
g ASPIRIM supp 300mg a

g 1M dizp tab 75rmg

g A5PIRIN ec tab 7Emg
g ASPIRIM tabs 75mg

9 ASPIRIN tabs 300ma M
g ASPIRIM disp tab 300mg ¥ Help

FP10. DOH Approved. ~
ASPIRIM disp tab 75mg =
Mame Details

Packs

Equivalents

Ingredients

Branded Generics

Contraindications

Precautions

Side Effects

Prescriber Warnings

Mandatory Label Messages

Counszelling Messages

Action Groups

Uses

< >

.
2

<

6. Make sure the | Formilaw o¢ the top right is unchecked so the full drug
dictionary is displayed. To add a drug from the drug dictionary list to the
practice Formulary, double click on the drug name. Drugs in the Formulary
have a small f in the left-hand margin. If the drug is already in the
Formulary, double clicking will remove it.

M Maintain Formulary

Mame: Form: Strength: ll: Fomulary
2 Dizcontinued
<anyy - Find Cl
| | . _J ! g el ™ Al Generics
1010 5TEP 1 cleankdisinfect soln
10-105TEP 2 rinseknetral soln .
3M faam dressing 8 8em « B 8cm (fenestiated) [ Doubl e CI | Ck on the

3 foam dressing 10cm « 10cm [3M]
3 foam dressing 10cm » 20cm (3 d rug to add to the

I oam dressing 2c:m ] FO rmu I ary; an f

Hierarchy

Change

Close

3M foam adh dress 10cm x 11cm aval [3M] will appear next to
3M foam adh dress 14cm « Tdom [3M] Help
the drug name to
TG DOT o aved denote that it has
Polyurethane Foam medium to heawy exudate film dre: been added .

Name Details

Packs

E quivalents
Ingredients

Branded Generics
Contraindications
Piecautions

Side Effects
Prescriber Warmings
Mandatory Label Messages
Counselling Messages
Action Groups

Uses

£ »

el

|%

7. Press Close to be taken back to the drug Formulary list. The items you have

added or removed will not appear on the Formulary list immediately. You will
need to exit the Drug Formulary screen for it to be updated.

Note if you have created a Formulary from a blank list, there is no
need to Add list to Formulary or Replace Formulary with list

14
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Sharing a Drug Formulary

Formularies can be exported and imported and thus shared between practices. Note
that you could build up a local Formulary and share the work between practices if
they work sequentially: one undertakes Formulary work for a specific BNF action
group, then exports it to the next practice who imports it and adds Formulary items
for another action group, and so on. Often PCTs have their own formularies so it
might be worth checking before you embark on creating your own Formulary.

Exporting a Drug Formulary
1. From Utilities - Drug Dictionary.
2. Select File - Formulary Export.

| Drug Dictionary Utilities

ZEN Formulary  Validation  Wiew ‘Window Help

Therapy Update...
Therapy Rebuild...

Therapy Replace. ..

3. At the Export Drug Formulary Details to File screen, give the Formulary a
filename before the extension of .fmy.

Export Drug Formulary Details to File E]

Savein: |§3 extract j I‘j( =-
[Ethin

File name: |Formulary. e ]
Save as type: ]Drug Farrnulary Files [ fmy) LJ Cancel

4. Click OK. Itis saved by default to the c:\extract directory.

5. If successful, you should see a message: The Formulary details have been
saved successfully.

Drug Dictionary Utilities
Help
The formulary details have besn saved Notes >>

successiully,

6. Click OK.
7. You can then go to the c:\extract directory and copy the *.fmy file to disk.
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Importing a drug Formulary

Note If the version of the formulary for import was created using a
Multilex dictionary version later than the version currently being used,
you will not be able to import it.

When you receive a Formulary from another practice, which you wish to import:
1. Copy the exported Formulary file from disk to the c:\extract.
2. From the Vision Front menu, select Utilities — Drug Dictionary:

3. Select File - Formulary Import.

B Drug Dictionary Utilities

Formulary  Walidation  Wiew  Windo

Therapy Update...
Therapy Rebuild...

Therapy Replace. ..

Export Formulary...

4. Select the Formulary file to be imported.

Select Import File containing Drug Formulary Details E|rg|
Loak in: j 4 cF BB~

|E Formulary. Fr

File name: ]Formulary Open

Filez of type: ]D[ug Formulary Files [* fry] j Cancel

Click Open.

You are warned that the Formulary to be imported may entirely replace your

current Formulary. You have a choice of Add or Replace. Choose one of
these and click OK:

Drug Dictionary Utilities

The import may completely replace your current formulary itemns,
of yau ray choose ta add the imparted items ta pour existing
farmulary.

Fleaze select option:-

{* Add
" Replace

oK | Cancel
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Add will only add any items not already in your Formulary;
Replace replaces the entire Formulary, deleting your existing one.

7. Another message confirms what you have selected and warns this may take
some time. Click Yes to confirm and proceed.

If you select Add, the message reads: The new Formulary items will be added
to your existing Formulary. This may take several minutes. Do you wish to
proceed? Click Yes to confirm and proceed?

Drug Dictionary Utilities
Help
The news formulary items will be added to
P your exigting formulary. This may take several Motes »»
- / minutes

Do you wish to proceed?

If you select Replace, the message reads: Your existing Formulary will be
deleted and replaced with the new Formulary items. This may take several
minutes. Do you wish to proceed?

Drug Dictionary Utilities
Help
“r'our existing formulary will be deleted and

P replaced with the new formulary items. This Motes »»

“ may take several minutes.

Do you wish to proceed?

8. The message Updating of the Formulary completed successfully should be
shown. Click OK.

E

&
i Updating of the farmulary completed Metes »>
: successfully.

|
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Maintaining the Formulary from the Drug
Dictionary module

You are able to add remove, view and print the Formulary from the Drug Dictionary
module. Some of these functions can also be administered in Consultation Manager

(see page 24).

Viewing the practice Formulary

If you would like to view the current Formulary list at any point:

1. Go to Utilities - Drug Dictionary— Formulary — View or select =] view
Formulary Contents.

B Drug Dictionary Utilities - [Drug Formulary]
File Formulary  Malidakion  Wiess  Window  Help

DI0| =8| RS

=| 8| x|

HYPROMELLOSE 4000 EYE DEO

HEPATITIZ B ML WAL

POTASEIOM CITEATE COMC 1-4 MG
AMILOSPARE 5 MG TAER

COLOSTOMY BAG

CATHETER

EAlG TREIME LEG

SHEATH COHWVEER

BEAol URINE DEATAGE 54

EAlG LEG Z50ML

ILEQ EELT APPLIAMCE

CATHETER. FOLEY

LEJSTOMY APPLIAMNCE

EAoG ILEOSTORIY

SUTURES ERAIDED SILE FACH 16MIAI CTUT TIMG
E-I' SAFE CLIP

THIGH STOCEING (HORMAL SIZE) STAND ELAS.
THIGH 2TOCEDNG (LARGE) STAMD ELAS. VARN
DEESSIHG

'3

=

Allows you to
view the

Formulary list.

B x|

Allows you to add  Will delete the
or remove items entire contents of

from the the Formulary list.

Formulary list.

3|

Allows you to
print the
Formulary list.
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Adding individual items to an existing Formulary list

You are able to select individual drugs from the full alphabetical drug list to be added
to the Formulary. This can be done whilst viewing the Formulary list and also from
the main Drug Dictionary Utilities screen.

1. Go to Utilities — Drug Dictionary.

2. Select View all drugs (you might want to View the Formulary List first
=1

Search for the required drug to be added to the Formulary.

Once you have found the required drug, you can double click on the drug
name. This will add an “f” next to the drug to depict that it is part of the
practice Formulary and that it has been added to the Formulary list.

B Maintain Formulary

M arne: Farm: Strength: [ Formulary
: ™ Dizcontinued
LE - Find l
| | d J | . il [T &l Generics
1010 5TER 1 cleanfdisinfect soln Double click on the .

10-10 5TEP 2 ringednetral zaln
3 foam dressing 8.8cm = 8.8cm [fenestrated) [3) druQ to add to the
3M foam dressing 10cm * 10cm [3M] Formulary; an “f”

3 foam dressing 10cm « 20cm [3M] will appear next to =] e

Hierarchy

f 3M foam dregsing 10cm & B0cm [3M]
3M foam dressing 20cm « 20cm [3M] the drug name to
3M foam adh dress 10cm « 11cm oval [3] denote that it has

1

[l

Cloze

I faam adh dress 14em < 14em [3M]

| |

Help

been added.

FP10, DOH Approved.

Polyurethane Foam medium to heawvy exudate film dressing 10cm « B0cm
Mame Details

Packs

Equivalents

Ingredients

Branded Generics

Contraindications

Precautions

Side Effects

Prescriber Warnings

Mandatory Label Messages

Counselling Messages

Action Groups

Uses M
b >

Removing individual items from the existing Formulary list
1. In Utilities - Drug Dictionary from the Maintain Formulary menu, select

View all drugs . This can be done whilst viewing the Formulary list and
also from the main Drug Dictionary screen.

Search for the drug to be removed from the Formulary.

Once you have found the drug, double click on the drug which will remove the
“f” next to the drug. This drug will no long be part of the practice Formulary
and will no longer appear on the Formulary list.
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B Maintain Formulary

M ame: Farn:

Strength:

[ |<any>

=l Find Clear

10-10 5TEP 1 cleantdisinfect soln

10-10 STEP 2 rinsefnetral soln

3 foam dressing 8.8cm « 8.8cm [fenestrated) [
3M foam drezzing 10cm » 10cm [3k]
3M foam dreszing 10cm » 20cm [3k]
3M foam dressing 10cm n [3M]
3M foam dressing 20cm » 20cm [3k]
3M foam adh dress 10cm = 11cm oval [3]
3 foam adh dresz 14cm « 14cm [3k]

FP10. DOH Approved.

Polyurethane Foam medium to heavy exudate film dres:
Name Details

Packs

Equivalents
Ingredients

Double click on the
drug to remove
from the
Formulary; the “f”
next to the drug
will disappear to

I Farmulary
[ Discontinued
[ Al Generics

Hierarchy

Change
Close

Help

denote that it has
been removed.

Branded Generics
Contraindications
Precautions

Side Effects

Prescriber Warnings

M andatory Label Messages
Counszelling Messages
Action Groups

Uses

<

[l

[

Print Existing Formulary

To print the Practice Formulary:

1. From Utilities — Drug Dictionary.

2. Select Formulary - View or press = .

3. Select @ Print.

You are able to select the order that the Formulary will print; either
alphabetically by drug name or by action group.

Print Drug Formulary

Frinter:

Sort Order Cancel
{* By Action Group
By Drug Mame
+ Al
~
" Pages
Fram: T (T
Print Qualiy:  [B00 dpi =] Copes| 1]

Swyztem Printer [HP Laser et 3050
iy

5. Click OK to print.

You are also able to @ View Formulary as Printed which allows you to view the

Formulary by Action Group or by Drug Name before printing.

20
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Deleting the Formulary

To avoid formularies being deleted by accident, it is strongly
recommended that only System Administrators have access to
the Drug Dictionary module.

To delete the entire Formulary:
1. From Utilities — Drug Dictionary.
2. Select Formulary — Remove all Formulary entries. (You might want to

View the Formulary List first if so select & |)

3. You will be prompted with the following message: All items in your Formulary
will be deleted. This may take several minutes. Are you sure you wish to

continue?
Drug Dictionary Utilities
Help

Al the items in pour formulary will be deleted. Motes 33
Thiz may take several minutes.

Are you sure you wish bo continue?

4. Select Yes to remove all items from the Formulary.

The entire Formulary can also be deleted by selecting ﬂ whilst viewing the
Formulary.
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Enabling access to the Drug Formulary

Once you have compiled your Formulary list, you must enable each user to use the

Formulary in Security.
4.

Go to Management Tools - Control Panel — Security.

5. From the user list in the top left pane, right click on a Vision user who wishes
to use the practice Formulary.
6. Select Edit User.
‘)_’ ¥ision Control Panel
File Visw Actions Help
Mail Maintenance e
File Maintenance User  Group
Evertlog Viewer
System Status | 2, rent Lisers | [*vision Funcions
Secuiity EHEE ANNE WHITE - CN BT Appointment:
14} DAMIELLE - 580 THER. [0 Audit Report
(1§ DOROTHY - PHYSIO [ €D BulkRecalls
G116} DR ALISOMMILL L1 Clinics] Audit
€5 DRprow AddUssr Itation
o1y DREURTC TPl
16} DR JEREER Lo
=€) DRIONES  Audt Tral intena
(1} DR MCALL e munic
D EEEN o pocoword Expiy [petac
= FRroN-[ |
1 GALL HILL Of Ser:
EG Gav-o7| AddUser to Groups dminists
e Jawnppy  Remove Lserfram Gro x
01 KaTHCOT Copy rights to anather User L.,
1%} LINDA-H  Screen Saver anager
= Lmosar = 5t
G OVE-H b Grou
Print Preview N
4 OoHDERL E wision
1€ PHARMACIST Flda Reaistration .
7. In User Details Update, tick Select drugs from drug formulary.

User Details - Update

3

Staff Member: | __J
Login Mame: (DR ALISON HILL
Uszer Level: ]F
Inactive: 1 I~ Enable Browse Config window
¥ Enable ScriptSwitch
Vald From  |18/08/2002 vaidueit |

I|7 Select drugs from drug formulary I IV Select Read term from Read formulary

~Drugs selected by
" Action group

+ Drug Name

Cancel

Fiead term zelected by -

" Read Hierachy

* Keyword

8. Click OK

To disable the user from selecting drugs from the drug Formulary,
remove the tick from Select drugs from drug Formulary.
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Using the Formulary from Consultation Manager

Once the individual staff members have been enabled to select drugs from the
Formulary, when selecting drugs, Consultation Manager will primarily look in the
Practice Formulary list. You are able to search the full drug dictionary if required.
You are also able to view the Formulary list and add and remove drugs from the list

from here.

Selecting Drugs from the Formulary

1. From the Therapy Add screen, whilst adding either a repeat or an acute,
type in the drug you require.

2. Upon pressing Enter, Vision will search the Formulary list for a match. If you
find the required drug, you are able to add this in the usual way.

3. If you enter a therapy item which is not in the Formulary, you are given a
message: Drug name [name] not found in Formulary. Do you wish to search
the main dictionary? Yes / No.

Consultation Manager

Help
Maotes »»

(] Drug name asprin nat found in farmulag. Do
. you wizh to gearch the main dictiohary?

Ho|

Note You will find that when searching for drugs, you do not need to
type as much information in the Drug Search box because the
Formulary list is much smaller than the full drug list.

Selecting a drug outside the Formulary

If you cannot find the drug you want within the formulary, simple take the tick of the
Formulary box and once again press Find or Enter.
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Maintaining the Formulary from Consultation

Manager

You are able to View the Formulary list and add and remove Formulary drugs whilst
in Consultation Manager if required. You do not necessarily have to go to Drug
Dictionary Utilities to maintain your Formulary.

Viewing the Formulary from Consultation Manager

Whilst in a patient consultation, you can view the practice Formulary list:

1. From Therapy Add screen, double click in the drug box or press <F3=>.

Repeat Master - Add

Date Prescribed: Prescriber: Source of Drug: I~ Péédmin [ Dispensed
12 December 2007 |Dr Alizon Hill ﬂ |In practice j I Private ¥ Print Script
Drrug:
H & Repeats: Batchl™

. T Pack Size: Treat Days: iz Ul s
[ | =] | El)

D ayz Between |zzues

Dosage: ‘ Mir: [LEVS
Action Group:

LJ ™ Force Re-authorize

Mo diug allergy status recorded.

QK ‘ Cancel | Help |

2. This will display the Select Drug screen. Make sure that the Formulary tick
box is already selected. Without typing anything in the name box, select
Find.

Il Select Drug

M ame:

Form: Strength:

. L I
Lany: - -Flnd Clear 1
| — 1 [7 All Generics

Tl ierarchy
Cancel
Help

.3

l

4

| e |

3. This will display all the drugs which are currently in your Formulary.
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Adding/Removing Drugs the Formulary from Consultation Manager

If you want to add and remove drugs from the practice Formulary from Consultation
Manager:

1. Whilst in a patient consultation from the Therapy Add screen, double click in
the drug box or press <F3>.

Repeat Master - Add

Date Prescribed: Prescriber: Source of Drug I~ Pitdmin I Dispensed
12 December 2007 |DrAIisUn Hil j ||I'1 practice j [~ Private ¥ Print Script
Diru
ﬂ . Bepeats: Batchl™

. T Pack Size: Treat Daps: R A D

Drayz Between |zsuss

[ozage: ‘ Min: Max
Agtion Group:

LJ ™ Eorce Re-autharise

No diug allergy status recorded.

QK ‘ Cancel | Help |

2. When the Drug Select screen is displayed, click on the button.

3. Click on Maintain Formulary.

Name: Form: Strength: [ Fomulsry

[ [camp ] | Find Cleay | [ Discontinued
[~ Al Generics

Mode

Higrarchy

Drug Select Mode Cancel

Help

el il

Clicking the Change command bution ar double
clicking & drug name will add or remove the
@ Maintain Formulany  selected drug to or from the formulary.

oK Cancel Help J

 SelectDrug

< >

4. This will switch on the option to update the drug Formulary and change the
heading at the top of the screen to Maintain Formulary.

5. If you want to add a drug to the Formulary, first make sure the [ Fomulay  o¢
the top right is unchecked so the full drug dictionary is displayed from which
to make your selection. To add a drug from the drug dictionary list to the
practice Formulary, double click on the drug name. Drugs in the Formulary
have a small f in the left-hand margin. If the drug is already in the
Formulary, double clicking will remove it.

6. When you have finished adding / removing drugs click on the Iﬁl button.
7. Then click on Close and OK to exit.

You are also able to add drug defaults (see page 26).
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Adding Drug defaults

A huge benefit of Vision is that it is possible to assign several default properties to
any item in the drug dictionary (whether it is currently in your formulary or not).
You can assign as defaults, for specific age ranges, dosage instructions,
quantity/pack, pack size, and free text notes. Whenever the drug item is prescribed
for a patient in the defined age range, the defaults will automatically apply.

The Normalex drug dictionary also contains its own defaults (switch these on in
Consultation — Options —Setup — General — Use Normalex defaults). You can
override them if you wish at the time of entering the drug item. If an item has both
Normalex defaults and practice-defined defaults, the practice defaults take priority
when that item is prescribed.

However, if you copy a therapy item to which you have attached your
own defaults, rather than Normalex, the copied version will revert to
the Normalex defaults, rather than your own.

1. Default dosages and quantities are set from the Therapy Add screen in
Consultation Manager so you need to select any patient first.

2. Click the right mouse button anywhere on the Therapy Add screen to display
the right mouse menu.

3. Select Drug Defaults - Maintain to add or update default dosage and
quantity. The Default Dosages & Quantities — Add screen is displayed.

Repeat Master - Add E|
D ate Prescribed: Frescriber: Source of Drug: [~ Ptddmin W Dispensed
|12 December 2007 |DrAIisnn Hill ﬂ |In practice ﬂ I Private v Print Script
Drug:
| = Bepeats: Batchl™
Guantity: Preparation: Fack Size: Treat D ays: IFM

[ apz Between |zsues
Dgsage: Mir TS

Aglion Group: Drug Defaults 3
| T— o i I Force Re-authorize
Patient is allergic to - VOLTAROL 75 MG INJ, Batchimhers '

Mo intolerances recorded.
Mo adverse effects recorded.
0k | Cancel ‘ Help ‘

4. Select the drug if not already selected.
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10.

11.

Default Dosages & Quantities - Add

Drug: Cloze
|ATENDLOL tabs 25ma Help
Age Fange Defaults

Guantity: Preparation:

|28 [tablet(s] |

Treatment Days: Pack Size: Save |

™ Force Re-autharise ﬁ |
Cancel

[Dozage
[10D

Add
Edit
Delete

1EVERY DAY

Fepeats [aps Between [ssues
Mumber:  Duration: Minimunm: b aximum:
4 | | |
Action Group:
| <none> j

Note that on the Default Dosages and Quantities - Add screen, an age

range must be set first before dosages and quantities can be added. If you
want the defaults to apply to all ages, just click on ﬂ under Age
Ok

Range and then click on

Start age: End age:
| to |

Ages can be left blank. for open
ended ranges.

Place the cursor in Quantity and complete the Quantity and Preparation
and Dosage as you would when adding a therapy.

To add free text which will print on the right-hand side of the prescription

4

For repeats, complete the Repeats options — Number (of issues), and
optionally Duration, Days between issues. If required, check Force
Reauthorise.

form, click on the Notes for Patients button
OK. The icon is then ticked.

, type in your free text and

Type in Pack Size for practice administered items between 0-99999 (numeric
only). There is no picklist. The information has been given on the front
screen once you check the P Admin box.

Action Group - Here you are specifying which action group you would like by
default for this therapy item. <None> implies no action group by default. To
select an action group, click on the selection arrow and change the default
from <None> to the Action Group of the currently selected item.

. 5 .
Remember to click on ﬂ before closing the screen to make the defaults
permanent.
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