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Batch Collecting CD SDM Instalments  
We recommend amending the SDM/ID Script Expiry Days Controlled application setting to reflect the duration of your 

SDM prescription. 

ProScript Connect provides the ability to batch collect SDM instalments for CD items when you have more than one 

instalment that has been collected. 

Use the table below to see when CDR triggers will display, and when entries will be recorded in the CD Register when 

processing an SDM instalment for a CD 

Event Description 
CDR 

Triggers 

Items 

Awaiting 

Collection 

CD 

Register 

Entry 

Schedule created with all instalments To Be 

Dispensed 
✗ ✗ ✗ 

Instalment(s) marked as Dispensed 
  

✗ 

Instalment(s) marked as Collected 
 

✗ 
 

Instalment(s) status change: 

1. From To Be Dispensed to Not Dispensed 

2. From To Be Dispensed to Cancelled 

✗ ✗ ✗ 

Instalment(s) status change: 

1. From Dispensed to Not Dispensed 

2. From Dispensed to Cancelled 

✗ ✗ ✗ 

Instalment(s) status change: 

1. From Collected to any status 
✗ 

Only if 

status is 

changed to 

Dispensed 

 

 

Locating the SDM Instalments  
It is recommended to mark CD SDM instalments as collected from the CDR Manager, but this can also be done within the SDM 

Manager. 
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Locating the Instalments in the CDR Manager 

1. To begin, open the CDR Manager from the ProScript Connect Main Screen by clicking the [ProScript Connect] menu button 

and selecting the CDR Manager menu item. 

2. From the CDR Manager, open the Items Awaiting Collection tab, use the available Filters to display all the instalments you 

want to mark as collected in the grid. 

The date filters will adjust records in the grid based on their Dispensed Date which may not necessarily correspond to 

the collection date. If records are selected to mark as collected before their due date, a Collect Instalment pop-up will 

display advising that the instalment cannot be collected as it has a future date. 

3. Once the grid has been filtered as required, you can:  

o Use [Ctrl+left-click] to select instalments you want to mark as collected one at a time 

o Use [Shift+left-click] to highlight all consecutive instalments within your first and last click range for marking as 

collected 

4. With the instalments highlighted, select the [F4 – Batch Add as Collected to CDR] button. 

You can easily identify the SDM/ID instalments that are awaiting collection by using the orange X of Y tags that display 

within the Dispensed Drug column. 
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Locating the Instalments in the SDM Manager 

1. To begin, open the SDM Manager from the ProScript Connect Main Screen by pressing [Ctrl+M]. 

2. The SDM Manager displays. Use the available Filters to display all the instalments you want to dispense in the grid. We 

recommend setting the Period to Today. 

3. Once the grid has been filtered as required, select the arrow on the [F4 – Collect] button and choose the Batch Collect All 

Items option. 

 

4. The SDM Batch Collection window opens where you can;  

o Use [Ctrl+left-click] to select instalments you want to mark as collected one at a time and select the [F4 – Collect 

Selected Items] button. 

o Use [Shift+left-click] to highlight all consecutive instalments within your first and last click range for marking as 

collected and select the [F4 – Collect Selected Items] button. 

o Select the [F10 – Collect All] button to mark all the instalments that appear in the grid as collected. 
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You can filter within this window to show/hide overdue instalments, or only show instalments with owings. 

Confirming the Collection Details  

1. The Confirm Collection window opens for the first instalment. Select the Pharmacist if required, confirm the collection 

and drug details and select the [F10 – Collect] button. 

 



  

5 
 

At this point, you can create an owing if required. We strongly recommend creating owings for CDR items prior to 

collection. 

Completing the CDR Dispensed Goods Window  
The CDR Dispensed Goods window is displayed. The Collection Details section is enabled, with the Collected tick box already 

selected, and all details entered at the time the entry was saved as awaiting collection are pre-populated. 
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Field/Section Description  

Patient Details 

The patient details are pre-populated. These details cannot be edited on this 

screen. If you wish to edit these, you will need to exit this screen and return to 

the patient’s PMR. 

 

Dispensing and 

Prescriber 

Details 

The drug and prescriber details are pre-populated with the details entered 

when entering the new script. 

 

Dispenser 

Details 

The user that saved the entry as awaiting collection, and their role and 

registration number, are populated by default but can be edited if 

required. The Date and Time fields are read-only based on the system date and 

time of dispensing. 

 

Current CDR 

Stock Balance 

This section provides you with an indication of your current CDR balance prior 

to collection. It is not directly editable, but you can use the [CDR Balance 

adjustment] button to adjust the CD Stock Balance for the selected item if 

required. 

 

Collection 

Details 

This section is enabled, with the Collected tick box already selected and 

disabled. In this section you can;  

o Edit the Collection Time with the time of collection. This cannot be a future time, or a 

time before the dispensing event took place if both dispensing and collection occur on 

the same day. 

o Select whether the item was Supervised, in which case the recipient is considered to be 

the patient. Selecting that the items were collected by a Patient 

Representative or Health Care Professional after ticking the Supervised box will deselect 

and disable this field. 

o Select whether the recipient is known to the pharmacist, if ID has been requested, if ID 

has been supplied, and if supplied, enter which type of ID was supplied e.g. Driving 

License 

o Select whether the item was collected by a Patient Representative or Health Care 

Professional. This will disable the Supervised tick box. 

o If selected, enter the Patient Representative or Health Care 

Professional’s Name, Relationship, and Address  

 

 If there is no CDR balance available for the item, the system will advise that you will not be able to save this CD entry as 

Collected, and will highlight the item’s current CDR balance. You can adjust the CDR balance from the CDR Dispensed Goods 

form by clicking [CDR Balance adjustment] and pressing [F9 – Edit Balance]. 

https://supportcentre.emishealth.com/glossary/pmr/
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If you do adjust the CDR balance, an alert may appear when attempting to save the CD entry to the CD Register 

advising that the Collection Time must be after the latest CDR balance adjustment. The alert will also provide the date 

and time the latest adjustment was completed. In this instance, ensure that the Collection Time is updated to reflect 

the actual collection time, which will most likely be the current/system time and only a minute or two greater than 

the time that is currently entered in this field. This will ensure that the CD Register entry for both the balance 

adjustment and collection event is displayed correctly, by order of events. 

Saving the CDR Dispensed Goods Form  

1. Once any required changes have been made and Collection Details have been completed, select the [F10 – Save to CD 

Register] button. 

Processing the Next Instalment  

1. The Confirm Collection window opens for the next instalment. Repeat the steps above to select the pharmacist, confirm 

the collection details and complete the CDR Dispensed Goods window. Repeat this process for each instalment. 

2. A Collect pop-up window displays, confirming the number of instalments which have been collected. Select 

the [OK] button. 

 

3. If all instalments for any of the prescriptions have been collected, an Instalment Dispensing Complete pop-up window will 

display asking if you would like to endorse the script now, otherwise the Batch Collection window is displayed. If all 

required collections have been marked, close the window by selecting the [Close] button. 

4. You are returned to your starting point, where the following updates have occurred;  

o The instalments are marked as Collected within the SDM Manager 

o The item awaiting collection entries has been removed from the CDR Manager 

Entries for each collection event will be written to the CD Register. 
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CD Register Entry  
Marking CD entries as collected is an event that will write an entry into the CD Register which can be viewed when printing 

and/or exporting a CD Register report and will display; 

• The Date Supply received or date supplied column populated with;  

o The date and time the event occurred 

o A unique CDR ID 

o The pack size and unit of measure of the CD 

o Name, role and registration number of the user 

• The Name and address of person or firm supplied column populated with the patient, or signed order transfer/requisition 

details 

• The Details of authority to possess column populated with the prescriber details, if applicable 

• The Person collecting controlled drug column populated with either the patient, recipient, health care professional or 

patient representative name and address 

• If proof of identity was requested and if proof of identity was provided 

• The Quantity Supplied i.e. The Dispensed quantity figure entered within the CDR Dispensed Goods window 

• The total running Balance after the event 

• Notes describing the event, which could include;  
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o Details of ID provided and if the person collecting the CD(s) was known to the pharmacist 

o Signed order transfer/requisition details 

o Prescription serial number and instalment X of Y details (SDM only) 

o Owing status 

 

Revision History 

Version Number Date Revision Details Author(s) 

1.0 11 June 2019  Joanne Hibbert-Gorst 

    

    

 

 

 

 

 
 

Not to be reproduced or copied without the consent of AAH Pharmaceuticals Limited 2019. 

Contact us 

For more information contact: 
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