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1.Introduction

This user guide provides guidance on how to manage temporary closures on your
NHS website profile(s).

1.1 Profile editing rights

In order to edit your profile(s), you need to be registered for the NHS website ‘profile
editing’ service and have editing rights for one or more profiles.

You can register for the service using the ‘Contact us’ form. Within the email, please
include a list of ODS codes for the pharmacy profiles you wish to manage.

Please note that you are encouraged to use your NHSmail account (shared or
personal) when requesting editing rights, as your email address will be used to
validate your request. It will take longer to process your request if you use a non-
NHSmail email address.

1.2 Forgotten password

You can reset your password here

1.3 Logging into your account
1) Go to www.nhs.uk.
2) Click ‘Profile editor login’ — located in the footer of every page
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3) Enter your email address and password.
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4) Select the profile to edit.

After logging in, you will be presented with a list of pharmacies you have editing
rights for. Click on the pharmacy that you want to edit from the list displayed.
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2.Managing short term closures

Short term closures of up to four days should be managed by creating a temporary
change to your standard opening hours.

The advantage of this approach is that your profile(s) will automatically revert back to
your standard opening hours at the end of your closed period.

Temporary changes to opening times are set in the ‘Public holidays and other dates’
section.

To set atemporary opening times change follow these steps:

1.

Click one of the ‘Edit’ buttons as shown in the diagram below. This will load the
opening times editing screen (see next page).
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Enter your changes in the ‘Public holiday and other dates’ section.

Cancel

Opening times

Your hours of opening form part of your contract and cannot be changed without first contacting
your Regional Team prior to editing this section. Changes to supplementary hours require three
maonths' notice. Changes to Core Hours can only be made following a successful application.

Regional Teams will be made aware on a reqular basis of any changes to provider profiles.

Please enter times below in the 24 hour format. For midnight use 00:00 and for midday use 12:00.
Times must not overlap. For services that close at midnight please use 23:59 to avoid validation
errors. Services that start at midnight please use 00:00.

Define up to 3 sets of opening times for each day using the grid below. If no ranges are defined
for a given day it will automatically be displayed as "Closed”.

From To From To From To

Monday | | | || | | | | | | |

Tuesday | | | || | | | | | | |

Wednesday | | | || | | | | | | |

Thursday | | | | | | | | | | |

Friday | | | | | | | | | | |

Saturday | | | || | | | | | | Public holiday
and other dates
section

Sunday | | | |

Public holidays and other dates
Define Public Holiday opening times for each date using the grid below.

Date From To From To From To

[Clclosed all day Delete

Add another date

Additional Information

Please note: "Last Verified” date is automatically updated whenever this information is saved.

SAVE



For each day that you are closed, enter the date and tick the ‘closed all day’ box. To
add a new date, click ‘Add another date’. To delete a date row, click ‘Delete’.

Public holidays and other dates

Define Public Holiday opening times for each date using the grid below

Date From To From To From To
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SAVE

2. Use the ‘Additional information’ text box (image next page) to explain why the
pharmacy is closed on the days that you have specified.

IMPORTANT: You should not use the ‘Additional Information’ text box to
explain the times or dates when your pharmacy will be closed because
that will not update your NHS website profile properly and patients or
other health and care workers could expect your pharmacy to be open.
Your pharmacy will still appear in the pharmacy finder search results on
those days to visitors to the NHS website if you have not used the date
rows. You need to use the date and time setting to confirm a temporary
change to your opening times (explained within the step above)




Public holidays and other dates

Define Public Holiday opening times for each date using the grid below.

Date From To From To From To
25/12/2018 | |
| closed all day Delete
12/2018 09:00
closed all day Delete

Add another date

Additional Information
<4

Please note: "Last Verified” date is automatically updated whenever this information is saved

SAVE

Adding dates here
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properly.

Instead enter within
this section the reason
you are closed. Time
and date information is
entered within the
section above.

3. Press ‘Save’. The Profile Editor will confirm that your revised opening times have
been saved. The new times will be displayed in the Overview section of your
profile. The ‘last verified’ date will be updated automatically on your pharmacy
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3.Managing long term closures

Long term closures of more than four days should be managed by deleting your
standard opening times on your profile. With no opening times, the profile editor will
identify your pharmacy as closed.

However, you must remember to change them back after you re-open.
To change your standard opening times, follow these steps:

1. Click either one of the ‘Edit’ buttons as shown in the diagram below. This will take
you to the opening times editing screen
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2. Delete your opening times. This can be done by highlighting your current opening
times in each box with a trackpad or mouse and pressing the delete button on
your keyboard

Cancel @

Opening times

Your hours of opening form part of your contract and cannot be changed without first contacting
your Regional Team prior to editing this section. Changes to supplementary hours require three
months' notice. Changes to Core Hours can only be made following a successful application

Regional Teams will be made aware on a regular basis of any changes to provider profiles

Please enter imes below in the 24 hour format. For midnight use 00:00 and for midday use 12:00.
Times must not overlap. For services that close at midnight please use 23:59 to avoid validation
errors. Services that start at midnight please use 00:00.

Define up to 3 sets of opening times for each day using the grid below. If no ranges are defined
for a given day it will automatically be displayed as "Closed”.

From To From To From To

Monday
Tuesday
Wednesday
Thursday
Friday
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sunday



. Add some explanation in the ‘Additional information’ text box as to why the
pharmacy is closed.

IMPORTANT: Adding a statement that you are temporarily closed in the
‘Additional Information’ section does not update your NHS website profile
properly. The reason for this is that this information is not searchable.
Without setting a temporary change to your opening times as explained
above, your pharmacy will still appear in the pharmacy finder search
results.

. Press ‘Save’. The Profile Editor will confirm that your changes have been saved.
Your profile will show that you are ‘Closed’.



